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‘adding machine 


| ‘Saves up to 50% hari inotion!™ 
- 


add and list without 
depressing a motor bar! On this remarkable National 
every amount key is its own motor bar, because every 
key is electrified! 

Simply press the keys you want to add—the machine 
does it instantly! Your hand need never leave the “Live” 
Keyboard when adding amounts. You save up to 50% 
hand motion. 

National's “feather-touch” action makes it easier than 
ever to press two or more keys at once—more time- 
saving! All ciphers print automatically—still more time 
saved! Operators love it—they do their work with so 
much less time and effort. 

Printed words cannot explain all the advantages of 
this “Live” Keyboard. See a demonstration today ! 


“Live” Keyboard is 
combined with 8 other 
time-saving features 
found only on National: 
Automatic Clear Signal @ Sub- 
tractions in red @ Automatic 
Credit Balance ®@ Automatic 
space-up of tape when total 
prints @ Large Answer Dials 
@ Easy-touch Key Action @ 
Full-Visible Keyboard @ 
Rugged-Duty Construction. 


THE NATIONAL CASH REGISTER COMPANY, payron s, onto 


For demonstration phone the nearest 
National office or National dealer. 


— 


ADDING MACHINES + CASH REGISTERS 
ACCOUNTING MACHINES 
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GP, 
ei There's a world of difference 


Ask the dealer who features 


one ae 


ees | a 2, SS 
to give you the facts on: 


Gains in office output (as high as 35‘ has been reported) 
How greatly work-flow is facilitated by 
Steelcase engineering and planning 
Seating more employees in the same area (increases as high as 25) 
How changing job requirements are met by the 
interchangeability of desk tops, drawers and pedestals 
The effect on both employees and customers of 
new styling, colors and beauty 
How increased filing capacity can be obtained : 
with decreased floor space vey 


. .» Look for 
The great money saving over a period of years Steelcose 
made possible by lifetime construction in the cpr end 

’ ‘ ‘ . . » section of your 
Why leading national organizations standardize on Steelcase. 


: phone directory 
Ask your dealer for their names 


For new ideas in office planning, write for ‘Tooling Up Your Office” STE E LCAS = 


Business Equipment 


METAL OFFICE FURNITURE COMPANY: Grand Rapids, Michigan 


March, 1953 OFFICE MANAGEMENT AND EQUIPMENT 3 
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An Attractive Office % 
— makesq 
irst Impression Last! 


H | 
454 ee 


WHILE IT TAKES more thin 
merely smart appearance to sell a HET 
product, that first impression your 
salesman makes is mighty important. Your 
office is your salesman, too. Its furnishings . 
its whole appearance .. . reflect jou . . . your personality 
... your thinking. It says to your visitor: “The same care, 
good taste and sound judgment exerted here will go into yom 
problem . . . into all our relationships.’ For many years, office interiors 
created by Macey-Fowler have been producing valuable ‘first impressions that last’ for both small organizations 
and the country’s largest corporations. Why not let an office designed by Macey-Fowler “speak volumes’ for you? 
Visit our showrooms where you can see typical offices set up in 


“model room" displays. Or, write for handsome illustrated catalog 


Macew lowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT AND EQUIPMENT March, 1953 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


New President. Clean Desk 


FEW silent witnesses speak so loud!s 
of aman as his desk does, even though 
in many cases the revelation cannot 
be as clear as it might be, since the 
insides of desk drawers are usually 
barred to the observer. 

Office Management & Equipment 
does not consider our new President 
to be the type of man who needs to be 
double-checked on in’ this fashion. 
Just on the basis of the glimpse of his 
desk top atlorded by our cover pictur 
this month, we predict that he will be 
a President of logical simplicity and 
directness, who will approach his ob- 
jectives with speed and precision, at- 
tack them with effective force, and 
carry them irresistibly one by one. 

Of course, this photograph was 
taken on President Eisenhower's first 
dav at his desk, betore the people 
who give things to Presidents had be- 
gun to give him things to put on it, 
and some readers may say we speak 
prematurely. But we retuse to believe 
that this desk is clean only because it 
has not yet had time to eget cluttered. 
(ood soldiers don't collect impedi- 
menta! 


*y ae Oo 
*( E Member of Audit 


@ Bureau of Circulations 
— Member of 


Associated Business Publications 


Volume XIV 


The Litthe Things ........ 


First. Let's Test the Tests | . 
By Peter Arakelian 
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. bi THE BEST PLANNED OFFICES (ooak LINE OF COURSE. 


Plan For setter PERSONNEL... 


You will find that the best type of office personnel 
is attracted by office appearance and office efficiency. You 
can plan for better personnel . . . you can get the most out 
of your office space and achieve maximum efficiency and 
unmatched appearance through the use of the 
CRESTLINE Office-Plan-Rule. 


Send for your CRESTLINE Office-Plan-Rule today. Experi- 
ment with it yourself. You will be pleased to find how you 
may be able to improve your office layout, add personnel and 
increase efficiency in the space you now have. Your 
offices will look better and your person- 


nel will work better when you use 
the planned efficiency possible with 
CRESTLINE Steel Office Furniture. 


INE 


OFFICE—PLAN—RULE 


FREE: Use this 
coupon to receive 
your CRESTLINE 
Office-Plan-Rule and 


the latest CRESTLINE Catalogues. 
eeeoeanoeaeo1sesenseeseW@ewetdvdwseet es a ee % pam 


SECURITY STEEL EQUIPMENT CORP. 

40 MIDDLESEX ROAD, AVENEL, NEW JERSEY 
Please send me the CRESTLINE Office-Plan-Rule and the 
two CRESTLINE Catalogues without obligation. 

Name 


Firm 
Address 


City — Zone State 


6 OFFICE 
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123 WOMEN WIN THEIR CPS 
AFTER TOUGH, 12-HOUR 
SECRETARYSHIP EXAM 
est 


re high 


— ii 

TI attainment in profes- 
sional secretaryship—the title Certified 
Professional Secretary—was conferred 
early this year on 123 women as a result 
of their grades in a stiff, nationwid: 
“CPS” exam. This 12-hour test, sec- 


pared by leaders in business education 
industry and the secretarial profession 
under supervision of the National Se 
retaries Association. It raised the na 
tion’s CPS total to 185. 
The examination is no snap \ 

cording to Dr. Estelle Popham, dean of 
the NSA) Institute—the body whi 


Dr. Estelle Popham, who trains seere- 
taries for their CPS exams 


ates CPS 
eed - ) 
‘ iry a CPSs 
( ane ‘ t 
( ir\ is 
i icky | 
t +8 ry 4 
Wha loes an ‘ 1 t 
iv of skilled oftice | 
e takes (Crs: Fi . litt 
from his secretat ist W 
\ nt r ied” | ne, 1) 
‘Yopham explained, he hires a worker 
o has measured up to rigid stand 
at Is of actual ofties je ictice hit me! 
theoreti al te x tbook lear? in He hire » 
t woman at least 25 vears of age wl 
as demonstrated her abilities in) six 
mportant categories ’ ~ etarv- 
An understanding of human relati 
the initial quality the CI’S test meas 
ures, Dr. Popham said. Here, the se 
retary’s pertormance mm eiven tt 
situations is) observed—l reactions 
sav, When her emplovet al uses het 
‘losing’”a letter, or “lorgetting™” to re 
mind h fan appoints 
Next ¢ secretary is screened for 
er knowledge of business law. He 
iwain, |) Pophan s ed, stress 
placed iv-to-da tt it 1 
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Do Your Letters Have That 


EXKCUTIVE* 
APPEARANCE ? 


Making an excellent impression is, 


of course, part of any executive's 


job. Helping you do just that with 


every letter you send out is the par- 


ticular function of the IBM Electric 


Executive* Typewriter. 


It's not only the distinctive type faces 


from which you can choose; it's the 


Spacing of each character in every 


word and line that gives your letters 


that "Executive appearance." 


Next time you receive a letter typed 


on an IBM Executive 


Typewriter, 


compare it with others in the same 


mail. Better yet, telephone or write 


the nearest IBM office today, or mai! 


the coupon below. We'll be glad to 


Show you the difference an IBM Ex- 


ecutive can make in helping you make 


the best impression. 


IBM, Dept. MG 
590 Madison Ave., New York 22, N.Y. 


EXECUTIVE 
I'd like to see the 
IBM Electric Executive Typewriter. 


Please send brochure. 


Name 


Company__ 


INTERNATIONAL BUSINESS MACHINES 


Address 
FTRADE MARKS City State 
March, 1953 OFFICE MANAGEMENT AND EQUIPMENT 7 
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on “iffy” abstractions about the loan of 
a horse or the lease of a wheelbarrow. 
CPS candidates must reveal an under- 
standing of the legal implications of 
telephone conversations, for instance, 
or of their employers’ rights and obliga- 
tions in renting office machinery. 

Then, too, the would-be CPS must 
demonstrate a knowledge of office eco- 
nomics and management—-her cogni- 
zance of “place” (as Dr. Popham put 
it), both hers and her boss’ in the gen- 
eral office set-up. She must be familiar 
with office accounting procedures—not 
to the extent of making entries and 
keeping books, but to understanding 
entries when she sees them, knowing 
the functions of expense accounts and 
inventory reports, and the meanings of 
terms such as depreciation, amortisation 
and earned surplus. 

\nd of course, Dr. Popham con- 
cluded, she must be thoroughly 
acquainted with the more apparent 
aspects of secretarial work: filing, du- 


Cursing a Blue Streak won’t 
cure the curl that messes up 
duplicating jobs...but the right 
paper will. 


A paper that lays flat... and 
stays flat requires a little more 
effort to make, but it pays off in 
easier, trouble-free performance 
on any type of office duplicating 
machine. 


Eastern makes that important 
effort ...right on the paper 
machine. The result? A line of 


ATLANTIC BOND Pires, PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


1. If you ordered a year's subscription 
to a helpful business publication, would 
it be deductible on personal income tax? 


2. If the secretary takes an important 
customer's hat and coat which are later 
stolen, is her company liable as a bailee? 


3. If you signed a letter “Mary Jones, 


(For the answers, 


SECRETARIES KNOW THE ANSWERS—DO YOU? 


Here is the kind of question that confronts would-be Certified Public Secretaries 
in the 12-hour examination which they must pass to earn their CPS. The test, given 
once a year, takes two days to complete. How many questions can you answer? 


for the Universal Co." would your lia- 
bility be greater than if you signed, 
"The Universal Co, Mary Jones, sec- 
retary’? 


4. How can you recall from the post 


office a letter in which there is a serious 
error? 


see page 75) 


plication, reception, correspondence, 
and transcription. She must prove 


these qualities in actual performance. 
In this test, Dr. Popham pointed out, 
more than ordinary 


skill is) required. 


Business Papers especially 
adapted to office duplicating. 


You'll find Eastern Papers will 
perform better . . . and look 
better with clearer, sharper im- 
pressions every time. 


Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond 
and Atlantic Duplicator — all 
with a wide variety of attention 
compelling colors—and Atlantic 
Opaque in brilliant white. Write 
or phone for sample packets. 


fasteee 


OFFICE MANAGEMENT AND EQUIPMENT 


The secretary must show judgment. 
What, for example, should she attend 
to first: a telegram, or a letter the bos- 
called “urgent.” How does she com- 
pose a letter her superior asked her to 
type, but did not dictate word for word 
(“Miss Finch, write to Henderson and 
explain why we can't accept his offer.” ) 

It is topics such as these that Dr 
Popham—and teachers like her in col 
leges across the country—are review- 
ing in their CPS preparatory classe- 
The Hunter College educator made it 
plain, however, that formal colle: 
courses — while extremely helpful 
were not mandatory tor secretaries 
wishing to take the annual CPS exami 
nation. Requirements are simply thre« 
years’ secretarial experience if a college 
graduate, four years’ experience if a 
business school graduate, or seven 
years’ if a graduate of high school. 

What are the advantages of CPS for 
the secretary herself? Why should a 
well-paid, well-situated secretary strive 
for that title? Answered Dr. Popham: 
“CPS is a standard. If there are to be 
standards in any field, people in that 
field should show that they measure 
up.” (Then, too, CPS carries with it 
undeniable additional “market value.”’) 

The next CPS test is slated for Oct. 
16-17. According to Mary Barrett, 
president of NSA, secretaries should 
address applications and inquiries to 
Gertrude E. Birkham, Box 2180, Hous 
ton, Tex. Men are eligible for CPS 
too, though so far not one male has 
qualified! 


TEN COMPANIES NAMED AS 
‘BEST MANAGED'—HOTELS 
STATLER CO. HEADS LIST 
Hotels Statler Co. Inc. has been 

rated one of the ten best-managed com 
panies in the United States by the 

American Institute of Management, a 

non-protit organization, in a report 

issued recently. 

“Statler is without doubt the best 
company in production — efficiency” 
among the ten selected by the institute 
as best-managed, according to Emil 
V. Hegyi, AIM vice-president 

The report lists 330 companics—out 
of 3,000 audited in a twelve-month pe 
riod—as being “excellently managed.” 


(To page 12) 
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Ot nemp apelin? 


“Engineered Transportation” is more than a motto at 
Fruehauf Trailer Company. It stands for the skill 
and efficiency of men and facilities, that make Fruehauf 
the world’s largest builders of truck-trailers. 


It also shows why Fruehauf employs Rudd-Melikian 
automatic hot coffee service. As thousands of progressive 
business and industrial firms know... R-M coffee dis- 
pensers engineer important increases in employee morale 
and efficiency. And R-M coffee service, in plant or office, 
reduces losses resulting from employee fatigue, absentee- 
ism and turnover. 


Whatever your business, learn how America’s leading 
companies, large and small, solve the coffee problem 
Whatever vour business, learn the benefits of R-M dis- 
pensers, serving flavorful, stimulating, 100°, pure Kwik- 
Kafé Coffee to increase productivity. reduce accidents 

to save hours and dollars. 


PROFIT BY MODERN ON-THE-SPOT 
AUTOMATIC COFFEE SERVICE 


RUDD-MELIKIAN, INc. 


MANUFACTURER OF THE WORLDS MOST COMPLETE 


ame Eliminate the mess and ri 

toe ‘ 
waste of dangerous, 3 LINE OF AUTOMATIC COFFEE DISPENSING FOLIPMENT 
old-fashioned methods. 


1949 NORTH HOWARD STREET 
PHILADELPHIA 22, PA. 


Red Eliminote expensive, 


time-consuming _ inter- 
ruptions to production. 


SEND FOR FREE INFORMATIVE LITERATURE 


po-c------------------- 


RUDD-MELIKIAN, Inc. 


1949 North Howard Street 
Philadelphia 22, Pa. 


— » Elimincte cost and in- 


convenience of out-for- 


coffee trips and de- 


monds on personnel. 


Please send me informative literature. 


Please hove your local R-M representative 
contact me for an appointment to moke 
recommendctions for R-M automatic coffee 
service to meet our requirements. 


Company. 


Address 


Whatever your Guainonn, effet in a tel of your Thode 
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Now-Brand New 
Profit Horizons 


for you with the 
New Hand- -operated 


CLARY! 


A’ IHE BEAUTY, the advancedeesign. the casy-fo-use features that made the 
all-electric Clary the nation’s best seller —now In a low-cost. heavy-duty. 
hand-operated adding-subtracting machine! 

This is notan ordinary hand machine. Its a rugged but easily pefttable machine 


with-stbtraction. And for the amazingly low price of $135 yet can have Clary’s 

easy-to-use Hand Span Keyboard, Clary’s rotary printing, plus subtraction plus 

the smoothest, quietest and most effortless hand_aCtion you ever saw! And at no extra 

cost Clary offers another exclusive: The Extfa Capacity Key that gives double 

the listing capacity and ten times theotaling capacity of comparable machines. 
'nvestigate this beautiful new Clary—you'll see why its unbeatable combination 


O. beauty, efficiency and ease of operation opens up whole new profit vistas for you. 


CLARY MULTIPLIER CORPORATION + SAN GABRIEL, CALIFORNIA 
10 OFFICE MANAGEMENT AND EQUIPMENT March, 1953 
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Prices start at $135 


Mail coupon now for further information about the new hand-operated Clary 


> pee ses ee se eee ee ee ee eee 


CLARY MULTIPLIER CORPORATION, DEPT. OM 
SAN GABRIEL, CALIFORNIA 


(0 Please send me information about Clary’s new hand-oper- 
ated adding machine. 


C) Asa dealer,] am interested in handling the hand Clary line. 


Name 


Address__— 


does your Work faster 
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Firm 


City. (  ) State 
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Inclusion in this group means that a standardization and = overall control 
company scored at least 7,500 points which have profoundly affected the 
out of a possible 10,000 under a special (hotel) — industry 
AIM evaluation system. The ten top world.” 
firms each scored over 9,000 points. 

Besides Statler, the top group in BUSINESS SHOW SURVEY 
cludes these companies: American Tel- MEASURES THE INTERESTS 
ephone & Telegraph; EK. 1. DuPont de OF EXHIBITION VISITORS 


throughout the 


Nemours; B. F. Goodrich; Grand What kind of people visit business 
Union; Minnesota Mining and Mig.: shows? And what are they interested 
National Cash Register; National City in when they get there? During last 
tank of New York; Procter & Gamble, vear’s National Business Show in New 
and Time, Ine. York, officials of the affair decided to 

In its citation to Statler president ind out just what type of “customer” 
\rthur F. Douglas and board chairman they had attracted. They asked John 
William L. Marey, the institute said Ir. Fosdick Associates, marketing re- 
“By innumerable innovations in hotel searchers, to interview visitors at the 
management and planning, the com exhibition in an effort to discover what 
pany has attained levels of efficiency, the “typical” show -goer ts like. 


oececvcc0”g 
Gvec000c0 
evocae00 


“Boss, you ought to see what Sloane's did for the office next door.” 


--- see Sloane’s... There’s a lot more to business 
furnishings than desks and chairs. There’s good taste, a sense of fitness, 
rightness, completeness, a working efficiency that always distinguishes a 
Sloane operation. “Sloane’s did it,” means expert planning, a furnishings 
“know-how” you can’t mistake, the powerful plus of Sloane’s mighty 
purchasing power insuring maximum value for every item—carpets to 
lighting. You pay no more—you just get more. It will pay you to discuss 
your plans—immediate or future—with Sloane’s. 


business furnishings department 
contract division 


““" SLOANE 


FIFTH AVENUE AT 47TH ST. Plaza 5-5600 
NEW YORK 17, N. Y. 


over a century of furnishing 


America’s homes and offices 
ARCHITECTS AND BUILDERS INVITED 
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After questioning more than 1,000 
people at Grand Central Palace, site o 
the show, Fosdick researchers esti- 
mated that well over one-fourth of all 
Visitors were managers of one kind o 
another — office managers, methods 
managers, department heads, and the 
like. The second most represented fac- 
tion, surveyors found, was the top ex- 
ecutive group: owners, partners, com 
pany otheers. Here is a breakdown ot 
business show visitors, by position or 
occupation as reported hy Fosdick 
statisticians 


Managers—department heads, 


office manavers, methods 

managers ...<<.55% 3 eo 
executive owners, partners, 

officers ; 23.4% 
Professional CPA's, engi 

neers, accountants,  techni- 

cian - 21.2% 
Othce workers 11.6‘, 
Sales manavers advertising 

Managers, salesmen OR, 
Purchasing agents . 3.6% 
Other, and no title ..... 4.1'. 


100.06, 

Researchers also queried show-goer- 

about the items on exhibit that inter 

ested them most. Here is a tabulation 

showing the percentage that named 
each type of otfice equipment 


Duplicating, reproducing, and 
binding equipment ........ x ¢: ae 
Filing, indexing, and records 
security, storing, and destruc- 
tion equipment .............. 44% 
Accounting, computing and. sta- 
tistical equipment ...... ... 4% 
Systems and methods devices.... 40% 
Addressing, mailing, and distrib- 
uting equipment ...... i onkic.a 5) oe 
Writing media, typewriters, etc... 20%, 
Recording and transcribing equip- 
en prs ere woe BAG 
Furniture and seating ... se are 
Communication equipment ...... 22% 


Lighting, sound and air condition- 
ing, partitions, floor coverings, 
ete... ee 20% 


sbasaoauele less than I“ 


AMA REPORT INDICATES 
EXECUTIVES’ COMPENSATION 
GAINS TRAIL WORKERS’ 


Compensation levels of top execu- 


No answer . 


tives on the average increased approxi- 
mately tive per cent in the 1951-52 fiscal 
vear compared to the previous year, 
according to the third annual report 
released by the Executive Compensa- 
tion Service of the American Manage- 
ment Association. 

In contrast, gross average weekly 
earnings of production workers in man- 
ufacturing industries for the calendar 
year 1951 were more than nine per cent 
above their 1950 level. This figure, 
taken from Bureau of Labor Statistics 
reports, does not include “fringe” bene- 
fits. The A.M.A. figure, on the other 
hand, is for total compensation, includ- 
ing salaries, bonus payments, and con- 
tributions to retirement fund- 


(To page 75) 
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Mirror-like papers that bounce light back into 
the eyes soon affect accountants’ work ... can 
lead to costly errors and lost time. 


You Prevent “Glaring” Errors 


WHEN YOU CHOOSE EASY-TO-WORK-WITH HAMMERMILL LEDGER 


Your accountants will appreciate the way in which 
Hammermill Ledger’s low-gloss finish speeds work 
because it reduces eyestrain. And you'll save 
money through a reduction in errors and lost time. 

In addition, Hammermill Ledger paper has a 
firm surface that rules perfectly and provides 
clean printing on accurate forms. Its splendid 


texture is ideal for typing and writing. (For ma- 
chine posting there is the special roller-gripping 
finish identified by the watermark ‘‘Posting 
Finish.”’) Test its strength, durability, and glare- 
reducing surface, and you'll see why this superior 
ledger paper is used by thou- 

sands of business firms. 


You can obtain business printing on Hammermill papers 
wherever you see this shield on a printer's shop window. 
Let the Guild sign be your guide to printing satisfaction. 


‘| 


March, 1953 


ll Paper Company - 
ors mont aie Road, Erie 6, Pennsylvania 


Please send me— FREE —the sample book 
of HAMMERMILL LEDGER 


Name 


osition 
P (Please attach 


to, or write on, your bus ness letterhe ad OM-MAR 
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~~ QFRICE MANAGEMENT: EXECUTIVES 


ea sgt a, ¥t 


3 k te the | MAY ISSUE of © = ee 


OFFICE - MANAGEMENT AND: EQUIPMENT — 


The 1953 exposition will be the biggest in the history of the Association! 70,000 square feet 
of space will be devoted to accommodate more exhibits of the tools of scientific office 
management. 


The increased number of exhibits will make it difficult for office management executives 
to cover all the pertinent booths this year. That's why purchase-mined executives, always 
pressed for time, will look to the May Issue of OFFICE MANAGEMENT AND EQUIP- 
MENT for clear-cut previews of what's new and interesting and where it can be seen. 


The May issue will have a wealth of features on the show including office machines, 
with actual case histories 


methods, layout, lighting, equipment, purchasing and personnel 
of problems solved by office executives. 


Exhibitors Get Desirable Traffic Non-Exhibitors Can Scoop the Show 
Exhibitors can perform a welcomed service to their Those not exhibiting can also attract thousands of 
time-pressed prospects by previewing their proposi- — purchase-powered executives to their proposition 
tion with an ad in this highly interesting May issue. with a well-timed ad in the May issue. This gives 
They will be rewarded by a steady flow of purchase- — you a chance to presell your deal before convention 
powered executives who are their best potential time. 


customers. 

OFFICE MANAGEMENT AND EQUIPMENT's 
Starting with the April 1953 issue, OFFICE MAN- © subscribing executives are always on the lookout for 
AGEMENT AND EQUIPMENT guarantees more new methods and equipment to improve their pres- 
than 10,000 paid subscribers every month. This ent operation. They will follow up an interesting 
paid circulation is a guaraniee that they read it offer in OFFICE MANAGEMENT regardless of 
and heed it. whether or not it's exhibited at the show, 


A. B. C. Audited Circulation 


The only specialized magazine for office management 
Ant executives with NET PAID circulation attested by the 
‘Sea, Audit Bureau of Circulations, 


CLOSING DATES: 

copy to be set, April Ist 

Ties ce, Complete plates, April 5th 
ye 
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BOOKS AND PAMPHLETS 


Four booklets dealing with employee 
health and welfare problems were pub- 
lished recently by Office of Defense 
Mobilization’s Health Resources Ad- 
visory Committee, Washington, D. C. 

The Disabled Can Work, first of 
these booklets, explores (and refutes) 
Common arguments 


many of the 
against hiring so-called handicapped 
people. In reporting on a_ two-year 
study of 11,000 disabled and 18,000 non- 
disabled workers made by the Veter- 
ans Administration and the Depart 
ment of | abor, the booklet asserts that 
handicapped emplovees come to work 
as regularly, stay on the job as long, 
and have satety and produc tion records 
at least as good as fellow workers. 

Production at Any Age—a descri 
tion of the older worker, his attitudes 
and skills 
general reluctance by management in 


hiring men and women who are no 


1 
p 


attempts to overcome a 


, Pe " ar 1 
longer “young his booklet, too, like 


the pamphlet about disabled workers, 


demonstrates that older employees pet 


form competently, safely, and contrib 
ute to office morale and productivity 
In pointing out that the median age ot 


the American people has jumped from 


under 23 years in 1900 to a current 30 
years plus, the booklet comments 
“Segregating the older worker is 
wasteful of human resources. It has 1 
place in a complex economy, nor in an 
aving s Wty with an increasing span 
A Job For Women, DM's third 
booklet, sets forth the pros and cons 
of hiring male workers. While point 
i? it t t a ny 1obs especia 
t ‘ c 1 ilertness oO 
‘ na maiatiy lexte ty an 
Spt I ular ell by 
ete) {iso mments 
’ w ite senteeism, and the 
t t i ’ v and otl }) s 
il disorders an have on the quantity 
ind quality of their work 
The Worker and His Health sun 
marizes problems of employee absentee 
ism, the factors involved in company 
healt programs, the prevention and 
control of health and safety hazards, 
al | > ila natters 
All four booklets are available at no 


cost trom the Office of Defense Mobil 


\ description of how a punched-card 
accounting system pertorms manage 
ment control functions at the National 
Motor Bearing Co : 


Calit and at the same time provides 


Redwood City, 


lecessary statistics on production and 
sales for executive review, is told in a 
new Remington Rand booklet called 
Profitable Punched-Card Procedures. 


The folder relates how cost-tinding 
has been speeded up from 30 davs to 
ve because t constant checks on 
every clement of production, inventory, 
and sales through the use of punched- 
card equipment. As a result of the 
time saved trom automatic business 


machine accounting and statistical pro 


edures, the b voklet savs, thre bearing 
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Invitation to disaster 


(forty-three times out of a hundred) 


Just how dangerous is it for a busi- 
nessman to cross his fingers—when he 
puts away his accounts receivable, tax, 
inventory and other records? What could 
possibly happen to them in your own 
office? In your own solid-looking safe? 


If you can't find the Underwriters’ 
Laboratories, Inc. label inside or outside 
the door of that safe. it could incinerate 
your records when temperatures got 
above 350° F, 


A so-called “fireproof” building 


would just confine the fire, make it hotter. 


IF IT'S MOSLER . 


And the insurance policy you'd count on 
to collect fully calls for “proof ol loss 
within 60 days” —virtually impossible 


without records, 


See, now, why 43 out of 100 firms that 
lose their records by fire never reopen? 
Don’t risk it! Find out how little it costs 
to provide the world’s best protection for 
your records and your business—with a 
modern Mosler “A” Label Record Safe. 
Consult classified telephone directory for 
name of Mosler dealer in your city, or 
mail coupon, now, for free informative 
material. 


. IT'S SAFE 


“ Mosler Safe ©. 
Since 1848 


World's largest builders of safes and bank vaults . . . 


at Fort Knox and the famous bank vaults 


Mosler built the U.S. Gold Storage Vaults 


that withstood the Atomic Bomb at Hiroshima 


r — . The Mosler Safe Company, Det OM 2») Pitt \ N Yor a 
! Please send me (check one or both) 
j C) Free Mosler Fire “DANGERater,” which will indicate my fire risk in 30 seconds 
| FIRE | Illustrated catalog, describing the new series of Mosler Record Safes 
iH ANGERater ~ 
Neer NAME POSITION ee 
} 
| | ete tte — | FIRM NAME — os a = ————— 
a 
ADDRESS —— a — oo . - ———EE 
ciTy_ — ee ques 
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installation of an  Airtube = svstem.” 
BOOKS AND PAMPHLETS Companies represented in the Case- 

(Continued ) history section include Upjohn Co., 
W. P. Fuller & Co., and the First Na 
tional Bank & Trust Co. of Bridge 


ompany has uncovered “shorter and 


faster ways to produce each part, and viii ~oue. 
as developed machines and multiple Presented also ciate technical data 
dies to make more items better and section giving detailed nee 
Sioa of the system's component parts. Air- 
Phe folder can be secured by writing tube power units are also described, 
Remington Rand Ine., 315 Fourth together with brief accounts Ol other 
\y New York, and asking for Case Lamson products Copies of “On 
Historv No. 752 Target” are available from Lamson 
Corp.'s home oftice, Lamson St., Syra- 
In a colorful d)-pare booklet called cuse, R. ¥. 
On Target, |.amson Corp., manufac 
turer of pneumatic airtube systems, Penn Metal Corp. of Pa., 50 Oregon 
lescribes the workings of such = sys Ave., Philadelphia, recently released a 
tems in) commercial and industrial colortul 20-page catalog of its VPenco 
firms. By means of case-history pic- line of adjustable steel shelving tor 
ture stories, the booklet demonstrates ottices and factories. Numbered Cata- 
‘how the handiing of paper work is log S-300, the enco booklet sets forth 
greatly speeded and simplitied by the suggestions for conserving space, mate 
yn ” 


“These days a controller has to know about 
everything. | voted to standardize on 
Marchants because they are so simple to run—no special 
training is needed. We have no trouble finding operators — 

usually upgrade someone right in our organization. 

‘‘Most calculator work is division and multiplication. 

‘‘Marchant’s division is not only the simplest, but the remainder auto- 
matically clears out at the end of the problem, leaving nothing but 
your answer to copy. 

“And in multiplication, only on a Marchant can you check the multi- 
plier, multiplicand and answer at the end of the problem. 


“In both division and multiplication your accuracy is amazing.” 


MARCHANT enc 


: The MARCHANT MAN in your phone book is ready to MARCHANT’S MANY 

: show you, on your own work, that MARCHANT is the ; EXCLUSIVE FEATURES 
simplest calculator to operate, yet delivers thehighest : INCLUDE: 

| figure output. Call him or mail this coupon with your | “Push-Button”’ 

: business letterhead to get your FREE... : Multiplication 

' Guide to Modern Figuring Methods om Complete Carriage 

: IMustrated Booklet about Marchant Calculators () : Carry-over 

H a H One-Hand 

i MARCHANT CALCULATORS, INC. + Oakiand 0 Coltorais j Keyboard Control 


rials, time, and labor. Typical storage 
installations are illustrated, together 
with specifications and ordering infor- 
mation. Because of “unusual design 
Hexibility of Penco shelving and the 
interchangeability of parts,” the manu 
lacturer asserts, “it is possible to plan 
a ‘custom-type’ shelving installation to 
fit almost any specialized — storag: 
need wi 


An Ounce of Protection, a folde: 
explaining the services offered by Mi- F 
rofilming Corp. of America, 11. E. 
leasant Ave., Maywood, N. J., is cur- 


rently available from that firm. In 
outlining the company’s “duplicate | 
film protection” service, the folder 


states that Microtilming Corp. has fa- 
cilities for retaining negatives in their j 
own film archives, while supplying { 
their clients with positive films for 
everyday reference purposes. [Exact 
size reproductions of original docu 
ments can be ordered trom the nega 
tives stored in) them, Microfilming 
Corp.'s folder says 

The firm points out, too, that. it 


maintains “all types lot microtilming 


equipment], designed for varying re 
requirements.” Records can be tilmed., 
the firm continues, “regardless of the 


size, quantity, or condition.” 
In its folder, Microfilming Corp. em 
phasizes the destruction and often 
permanent damage that fires can in 
tlict on business houses. Every 38 sec 
onds, it says, fire starts without warn 
ing. It points out, too, that fire insur 
ance replaces buildings, but not. re« 
ords: and that 43 per cent of all com 
mercial houses whose records are de 
stroved by tire are unable to resum: 
their business 


Because You Deserve the Best is a 
pamphlet prepared by Duplicating 
Papers, Inc., 133 W. 19th St.. New 
York, to announce that they now stock 
a complete line of “Permanized” pa- 
pers in bond, ledger, and onion skin 
styles. The Permanized line, a prod- 
uct of Whiting-Plover Paper Co., 
Stevens Point, Wisc., is manufactured 
with water from Whiting Springs, 
termed by the folder “the purest spring 
water in the world.” For this reason, 
the pamphlet asserts, these papers are 
uniform, of “extra-bulk,” and perform 
well on offset and other office dupli- 
cators. 


Iwo eight-page brochures just pub- 
lished by Virginia Metal Products 
Corp., Orange, Va., describe, respec- 
tively, the Mobilwall movable steel 
partitions, and the line of steel doors 
and frames made by the company. 
The movable partition lines described 
include wainscot and railings for com- 
plete steel interiors; specialized sound 
absorbing and fire-resistant steel par- 
titions are also covered. 

The pamphlet on doors gives speci- 
fications and descriptions for the com- 
pany’s line of flush steel doors, some 
of which are designed especially for 
use with the company’s steel parti- 

(To pave 73) 
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It will pay you to replace your 


Coop metal business 
furniture is @ 
COOD investment 


©GF Co. 1953 


EPLACING old and outmoded office 
furniture is not costly. It may 
be an investment which will save 
you money and pay big dividends. 


Your fixed expense per employee in 
salary, floor space and general over- 
head is a minimum of $30,000 over 
any ten-year period. 


For 1% to 2% of your ten-year fixed 
expense you could provide each such 
employee with the finest metal furni- 
ture available plus good lighting and 
proper decorative surroundings. 


GF metal furniture in your office is 
like good tools in a factory. Goodform 
Aluminum Chairs, Mode-Maker 
desks and Super-Filer are designed 
to enable office employees to turn out 


1902 


old office 


more and better work with less effort. 


Therefore, replacing your old office 
furniture with GF metal business 
furniture will definitely increase 
productivity. It will also improve 
employee morale, reduce absentee- 
ism, attract high grade help, and 
increase customer prestige. 


GF metal furniture will usually pay 
for itself in a short period of time 
and deliver dividends thereafter for 
a business lifetime. 


To learn how you could benefit by 
the use of GF metal business furni- 
ture, call your nearest GF distributor 
or write The General Fireproofing 
Company, Department QO-15, 
Youngstown 1, Ohio. 


1953 


Foremost in Metal Business Furniture 


furniture 


MODE-MAKER DESKS + GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 
OFFICE MANAGEMENT AND EOUIPMENT 
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Bigelow’s Cushionlok is the only 
Acoustical Treatment that does both! 


ABSORBS UP TO 90% OF FLOOR NOISES! Bigelow’s handsome Cushionlok 


Carpet with a built-in rubber cushion absorbs up to 90‘; of the nerve- jarring noises created by footsteps, 
fallen objects, moving furniture, ete. 


ig, * 


Scan A i Ot iON 


DEADENS OTHER NOISES, TOO! Cushionlok hushes the din and clatter caused by 


voices, machines, buzzers, etc. It has such a high sound-absorption coefficient that often no further 
acoustical treatment is necessary. 


So easy to install! Cushionlok can be installed quickly and easily. It e 
requires no cushion lining—the rubber cushion is built-in. It can be at} elow 
cut in any shape, matched, pieced and even re-laid, if necessary. 

So economical to maintain! Aside from regular vacuuming, Cushionlok 


needs professional cleaning only about once a year. Compare the Rugs and 
thrifty maintenance with that of floors that require daily sweeping, 
weekly washing and monthly waxing. 

Send for a sample of Cushionlok. Write on your business stationery to Ca rpets 
Dept.4A 140 Madison Avenue, New York 16, N.Y. See why this 
handsome, practical carpet is so perfect for offices, stores, banks, 
hotels, etc., where there is noise and traffic. 
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Leaders in the development of home and 
commercial floor covering since 1825. 
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March, 1953 


“Please stop saying. ‘Its the little things that count™!” 


THE LITTLE THINGS 


OFFICE PEOPLE can be divided into two groups: those who do and those who 
plan what is to be done. Trouble comes when little things to be done get into 
the big time, and brains paid to chart a course of action are uneconomically 
employed on clerical detail. 

Attention to detail is indispensable, but it must not obscure the real function 
of management. At the 1952 general management conference of American 
Management Association, Ralph J. Cordiner, president of General Electric Co., 
spoke of that company’s organizational plan, which trees its president to be a 
“long-range thinker, a planner, an organizer, and a teacher, rather than solely 
a doer,” dealing mainly with “the determination of objectives, the development 
of clear and creative plans, and the design of an understandable organization 
structure, stafled by individuals who, in turn, can achieve dynamic results be 
cause they have elbow-room in which to have and to apply their own ideas and 
to build team-play with one another competently, successfully, and pleasantly.” 

Mr. Cordiner spoke of overall organizational activity but his remarks apply 
just as well to the specific organizational function of ofhce management. 
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Selection is essentially an appraisal of the probabilities of individual suecess in employment, and it is here . . . 


Testing ts invaluable, but— 


FIRST, LET’S TEST THE TESTS 


Mr. Arakelian, before taking his 
present = position, was personnel 
director for the Raytheon Mfg. Co. 
A member of the teaching staff, 
New York State School of Indus- 
trial and Labor Relations, Cornell 
University, he has acted as a con- 
sultant and lecturer on personnel 
seleciion methods for various busi- 
ness and professional groups. 
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By PETER ARAKELIAN 


Director of Personnel, New York University-Bellevue Medica! Center 


MANAGEMENT 


PESTING AS A PART of the employee hiring proc- 
ess is a controversial subject in many offices these days. 
Some organizations overemphasize it; others shun it. 
\ctually, viewed in its: proper perspective-—as one 
phase in the employee selection program rather than 
as a “final” answer to all problems, properiy planned 
and conducted testing has an important role to play 
in the hiring process. 

What are the basic steps in the cemplovinent process? 
Recruitment, reception, initial interview, issuance of 
application form to those not wecded out, intensive 
interview, check of past employment history, and the 
offer of the job, followed by a physical examination in 
those companies which require it, 

lesting alone is not and can never be a substitute 
for this entire operation. Used in the proper way, and 
at the proper time, it can make the whole process a 
great deal more ctlective, however. 

Emplovee testing belore hiring is part of the selec- 
tion process, which may be contrasted with recruit- 
ment, although they are obviously complementary 
functions. Recruitment is positive; it involves finding 
manpower and encouraging potential employees to 
seek jobs with the organization. Selection is negative; 
it involves screening those applicants, and rejecting 
those unsuited for the jobs to be filled. It is essentially 
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an appraisal of the probabilities ol individual success 
in employment, an estimate as to whether an appli- 
cant can meet the demands of a particular job and of 
long-term employment and advancement within the 
organization, 
This is where testing serves its most valuable fune 
tion. Techniques, devices, and procedures currently in 
use Can spot those applicants who will not make good. 
They this, admittedly, readily 


than they will indicate who will be outstanding. 


will do much more 
those 
Although progress is being made in 


improving ““posi- 


tive selection” most programs still emphasize identift 
cation ol probable failures and prevention ol thei 
employment, so that pre-employment tests tend to ac 
centuate the negative character ol the selection process. 

This is something that should be guarded against in 
Poo many current selection pro 
cedures emphasize funec- 


tions; they are essentially rejection programs, and all 


any testing program. 


too much the weeding-out 


— 


« « » testing 


serves its most valuable 


function 


DIRECTIONS: 


typist. 


the service for as much as one year. 


than $200 a month, 


than $2900, 


service of one year with not more than 30 days of absence. 


In column 3 indicate by a cross (X) the class 1 stenographers who have had a minimum 


1. In column 1 at the right of the accompanying table indicate by a cross (X) each class 4 


In column 5 at the right indicate by a zero (0) each female stenographer who has been in 


In column 2 at the right indicate by a cross (X) the male employees who are receiving less 


In column 4 indicate by a zero (0) all employees whose salary is more than $2400 but less 


Dictaphone 
Operator 1 


ee ae eee a i apie a ~T — a ie aoe 
TITLE CLASS AGE SEX ‘sex | MONTHS OF SALARY DAYS LOST | 2 >i * 5 
| | 7 
| Sak VICE | | 
—+—— ‘ SS ee ee ee ee 
| J | 
Pile clerk 1 | 22] F 5 2000 | 1 | 
i - a — | de 
+ + + 
Bookkeeper 1 | 29 ¥ 8 3200 3 | 
be 4 
| ] | T T 
Statistician} 2 | 26) M | 3 44,00 0 | | 
= os ee a + 1 
| 
Switchboard | 
operator ; 3 29 } F | 19 2650 | u 
__ —— —+— aT 3 - —— —_—_- —_———$ $f +—_—_——_+>—— 4 
stenographer | 1 | 27] F | 5 3000 | 6 | 
ae Se ! 
Typist | & | 20 | 
} | it | 
t t i | 
Bookkeeper | 3 | call 4 
Dictaphone } 
Operator 2 | 19 
File clerk 2 | 30 
+ 
Stenographer | 


Typist 2 


Stenographer| 1 31 M 35 
Machine | | 
Accountant 3 | 2 MO 2 
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A sample test page of the same 
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3000 23 
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2900 | 2 


form as part 2 
These questions are similar but not identical with those used in the medical 


of the 


N. ¥. 
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U.-Bellevue clerical test. 
eenter test. 
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too often those who conduct them may take special 
pride in the number of candidates they flunk. ‘This is 
particularly unfortunate today when, manpower be- 
ing relatively scarce, both individual and company in- 
terests are best served when selection seeks to discover 
not merely whether a candidate fits a particular job 
under consideration at the moment, but if he can be 
valuable to an organization in any capacity. 

In other words, testing may show that candidate 
Mary Smith will not make a good worker in the book- 
keeping department. That could be the end of Mary 
Smith’s chance for a clerical job with that company. 
But if the concern has a well-designed battery of tests 
for general clerical ability, they may show that, while 
Mary Smith simply has no head for figures, she is ac- 
curate and observant with text matter, she can alpha- 
betize, she can follow written directions, she can spell. 
The personnel manager who has such a well-designed 
test battery at his disposal now has on his records the 
name of a worker who would probably make a good 
file clerk, or who, if she knows how to type, could be 
a valuable typist. 

Certainly, in these days when the cost of replacing 
unsatisfactory or dissatisfied employees is rising almost 
daily, devising the most efficient selection system) pos- 
sible, which will eliminate completely hopeless candi- 
dates, and still indicate alternative assignments fon 
those who fail to qualify in only one ability, is worth 
the attention of kev executives. 

SEVEN TESTING PRINCIPLES 

\nd it is in precisely this phase of the selection sys- 
tem that tests have their ercatest value. 

The principles that should always be remembered 
in using tests in selection are these: 


Pesting should supplement other selection” pro- 
cedures, not substitute for them. Obviously a potential 
employee may be able to pass easily every test in a 
well-designed battery of tests, and still have personal 
attributes which a particular employer would not 
want. Testing should always follow a preliminary in- 
terview. 

2. The administration of tests should be standard- 
ved. Variation in conditions may give variations in 
test scores—which is unfair to the candidate, and 
which may be unfair to the company. A mediocre can 
didate, taking a test on a day when the light is good, 
the room uncrowded, the test supervisor quict, may 
make a better score than a well-qualified candidate 
taking precisely the same test in a crowded room with 
poor light, while the supervisor carries on a lengthy 
and distracting conversation with a friend, 

3. Tests must be tested. Vests should only be con- 
structed lor a particular company’s purposes alter that 
company has determined exactly what abilities it re- 
quires in the jobs to be filled. Phat means a thorough 
job analysis should precede the construction of a test. 
Only when the abilities a particular job or type of job 
requires are known, can a satislactory test be devised 
for candidates for that job. A test is useless to a com- 
pany when it is designed to reveal, not the abilities 
the testing company is looking for, but some other set 
olf abilities together. 

\ test is of no use whatever until it has itself been 
tested. 
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4. Testing, except in the simplest programs, should 
be conducted by trained personnel who have at least 
basic understanding of test construction, administra- 
tion, and analysis. This emphatically does not mean 
that companies have to employ trained psychologists 
to give tests and evaluate them. It does mean that tests 
should only be given and graded by intelligent em- 
ployees who have taken the trouble to learn what is 
involved in the testing procedure. 

5. Distribution of testing materials must be care- 
fully controlled in order to insure their proper use 
and continued value. The misuse and wide circula- 
tion of tests and results obviously weakens the uselul- 
ness of the tests. If a candidate can memorize test ques- 
tions and the correct answers belore taking the test, 
he will make a good grade on the test, regardless of 
his abilities. 

6. Pest results must be carefully interpreted to those 
who make use of them in final selection procedures. It 
does no good to tell the executive who has final au- 
thority on hiring the new emplovee that the candidate 
made a score of so many points on part 1 ol the com- 
pany emplovment test, so many points on part 2, and 
so on, if the executive himself does not know pyre- 
cisely what the scores indicate, and what partuiculaa 
abilities are tested by part 1 or part 2. 

Fests in use today fall into seven broad categories: 

1. Performance tests—tvyping, shorthand, etc. 

2. Trade tests—trade knowledge or skill. 

3. Intelligence tests — mental alertness, memory, 
ability to reason, to think, to comprehend; social in- 
telligence or ability to get along with others. 

j- Aptitude tests, which measure potential ability 
and capacity, such as mechanical or musical aptitudes. 

5. Interest tests—to discover patterns of interest, 
and suggest type of work assignment. 

6. Tests of emotional reaction and adjustment 
emotional stability. 

7. Tests of attitude—morale appraisals. 

From the point of view of selecting basic ofhce 
workers, the most valuable tests would usually fall 
into the performance and intelligence tests groups. 

\ specific illustration of an cllective test battery ts 
the series of tests for mental alertness we have de- 
veloped for clerical workers at the New York Unt 
versitv-Bellevue Medical Center. These tests are used 
to supplement the judgment of the interviewer, and 
although they are extremely simple—almost — per- 
formance tests—they have worked out well. 

CLERICAL JOBS ANALYZED 

First, our basic clerical jobs were analyzed to see 
what abilities were required to do them well. What 
are the necessary attributes of a clerical worker? We 
found that he or she should be able to tollow verbal 
directions, should be able to handle simple figures, 
should be accurate in checking or copying, should 
know how to spell, should know the order of the 
alphabet. 

These are simple basic abilities—but almost every 
personnel manager has had bitter experience with the 
applicant who seemed alert, intelligent, and competent 
in an interview, and then, after winning the job, 
proved completely unable to handle tasks requiring 

(To page 60) 
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Where record-keeping is an efficient science: a microfilm unit at Socony-Vacuum headquarters in New York 


Part Three: 


WHY NOT STREAMLINE YOUR RECORDS? 


By RUSSELL JACKSON 
Senior Methods Analyst, Socony-Vacuum Oil Co. 


(This month: record protection, duplication, 
housing, indexing, and reconstruction) 


A FEW YEARS AGO it became evident that protec- 
tive measures must be taken by business and industry 
in view of the trend in international events. Phreat of 
war and destruction, particularly the use of atom 
bombs, placed upon executives a responsibility to the 


nation to provide means lor rapid resumption of ope- 
rations following any disaster. This is especially im- 
portant where industries are producing war materials, 


medical supplies and food or are engaged in trans- 
portation, public utilities, banking and many othe 
activities. 

The responsibility to continue operations, to produce 
more than ever belore, under anv and all conditions, 
involves the need to protect’ personnel, plants and 
records. Since our records contain all the knowledge 
we have acquired through vears of scientific research 
and practical experience, we cannot atlord to lose 
them. 

Phe petroleum industry, for example, is one of the 
most important to the defense of free nations. It 
stands today as a great bulwark for peace. No plane 
can fly, no tank, no battleship can be used, no war can 
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Cost of microfilming 10,000 statements 

Printing—single statements @ $2.06 M 
Carbon jacket (333 @ $10.00 M 

| for 30 statements) 
Film (3 @ $3.75) 
Labor—microfilming (674 hrs. @ $1.25 hr.) 
Vault rental (3 films @ $.02 per yr.) ; 
Postage and handling 1.00 

Total wey $44.57—$4.46 per M 


Cost of duplicating them with carbon 

Printing—dup. statements 

(with double carbon) @ $9.00 M. $90.00 
Labor stripping statements 

6%4 hrs. @ $1.00 per hr. (1500 per hr.) 
File space (I'/2 cu. ft. @ $1.60 per yr.) 
Postage and handling 1.00 

Total $100.07—$10.01 per M 


be prevented, or won, without oil. If records were 
destroyed, however, and it were necessary to redevelop 
formulas, operating procedures, blueprints, specifica- 
tions, it would delay operations many additional 
months, perhaps years, and cost millions. To preserve 
essential records of oil fields, refineries, pipe lines, dis- 
tributing vards, docks, fleets of tankers and other fa- 
cilities, a definite program has been developed. 
(To page 74) 
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Part 1: 


1 DEEM TT a privilege to be one of two chosen to 
discuss the intriguing question vou have propounded 
—“Your Next Othce Location 
ban?” 


Downtown or Subur 


The subject is intriguing to me because during the 
past four or five vears the ofhce building industry in 
every large citv in this country has been interested in 
the subject of so-called “decentralization.” During this 
period, scarcely a real estate convention or regional 
conlerence trom coast to coast has been held without 
including important talks about decentralization. 

While rumors of a “trend” have sometimes stemmed 
from isolated cases here and there ol comparative! 
small office tenants seeking lower rents than prevail in 
the downtown central business districts—such interest 
in this so-called “trend” usually stems from other 
sources. The principal source in most cities is wide 
spread newspaper publicity announcing that a branch 
of a large city store will be built or leased in a subu 
ban shopping center or that a big industrial concern 
is combining its city offices with its plant out of town. 

Both movements are logical and natural and are 
bound to continue as fast as our population increases. 
Branch stores have prospered beyond expectations and 
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YOUR NEXT OFFICE: DOWNTOWN OR SUBURBAN 


By J. CLYDESDALE CUSHMAN 
President, Cushman and Wakefield, Inc. 


This is the first installment of a two-part article. The second part will appear in the April issue 


main city stores, using branches as feeders. have held 
their own—so everybody is happy. 

But the situation concerning the tendency ol mans 
large business corporations in Manhattan particularly, 
to give even serious thought to moving their adminis 
trative offices to the suburbs or the country, is anothei 
matter. Officers and directors have heard rumors and 
have read newspaper reports that big companies have 
bought land in the suburbs and are moving their en 
tire ofhce stalls out of New York, but they seldom hear 
the outcome of such reports. Now, let's take a look at 
the true picture. For this purpose, T shall place each 
company in-one ol the following categories: 

i— Three companies that have already moved. Thes 
comprise Nestle Company, Improved Risk Mutuals 
and Reciprocal Exchanges,—not the largest of offices, 
but they have moved to Westchester. 

2—One company that has bought land, is now con 
structing a building and is definitely going to move. 
General Foods have bought 43 acres of land on the 
outskirts of White Plains, N. Y. Thev are erecting 
their own office building that will contain 357.000 sq. 
It. of space, of which 218,000 sq. ft. will be offices, and 
to which thev will move in 


1g54. from 250 Park 
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J. Clydesdale Cushman, president of 
the New York real estate firm of Cushman 
and Wakefield, was one of two speakers 
chosen to debate “Your Next Office Lo- 
cation: Downtown or Suburban” at the 
January dinner meeting of the Office 
Executives Association of New York. 

Bertram B. Warren, treasurer of the 
General Foods Corp., which plans to 
move its headquarters office from New 
York to suburban Westchester County 
early in 1954, presented the case for 
the suburban location. “We do not look 
upon ourselves as leaving New York,” 
Mr. Warren said. “We believe we are 
merely reeognizing the facet that New 
York is as big as its metropolitan area 
and not limited in significance to its 
legal boundaries.” 


Mr. Warren also said General Foods 
officers see the move to the suburbs as 
an opportunity for greater job satisfae- 
tion for company employees, and pointed 
out that his company, in choosing the 
new location, was trying to anticipate 
its needs, not for the next five or ten 
years, but for the next quarter century. 

The General Foods officer also stressed 
the advantages his company expected to 
gain from the new “office home of its 
own, especially built and equipped for 
the job it does. Space and facilities can 
be fully adapted to the company’s needs.” 


\venue and 383 Madison Avenue, New York, wherc 
they employ 1200 people. 

3—One company that has bought land for possible 
future expansion. Union Carbide has bought 280 
acres in Westchester County, N. Y. From the most 
authoritative sources, we understand their present 
plans do not contemplate moving any part of thei 
staff of 2300 employees from Manhattan. Their pur- 
chase of the Westchester property was simply a_pre- 
cautionary measure to provide for possible expansion 
in later vears. 

j—One company that has bought land but has no 
plans lor its development. Time & Life have bought 
land in Rye, N. Y., but have no program 
abandon any thought of moving. 


and may 


»— Two companies negotiating for vacant land, on 
which new buildings mav be erected. Standard 
Vacuum have taken a contract to purchase land in the 
country, in the vicinity of Rye, N. Y.. but their plans 
have not been formalized as vet. General Electric is 
negotiating lor property near Mount Pleasant, N. Y. 
If they consummate a deal, they would take only a 
few top executives and immediate staffs, leaving then 
main offices at 570 Lexington Avenue. 

6—Companics that have investigated the possibil 
ities of moving to the suburbs, but have abandoned 
the idea as impractical. This is admittedly only a 
partial list: Vicks Chemical Company; U.S. Rubber 
Company, Home Life Insurance Company; Universal 
\tlas Cement Company; National Broadcasting Com 
pany; Schenley Industries, Inc.; and a great many 
others—too numerous to mention. 


Many executives forget that Equitable Life, New 
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Seenes from the January dinner meeting. (Above) From 

the left, Homer Harrison, past OFA president; Mr. Cush- 

man: Mr. Warren; Robert Cameron, OEA president. 
(Below) Mr. Cushman addressing the meeting. 


York Life. Mutual Lille. Metropolitan Life, Dun & 
Bradstreet and other national institutions have in 
vested upwards of $100,000,000 in home office build- 
ings right in Manhattan, convenient to their policy- 
holders and employees’ homes—not in the suburbs. 

The public forgets that American \rabian Oil Com 
pany, late of San Francisco, and Lever Brothers, of 
Cambridge, Mass., have recently moved their entire 
organizations to New York, to be in the world’s busi- 
ness center and enjoy the tremendous advantages 
Manhattan offers at their doors. 

They forget that the delegations of sixty nations 
comprising United Nations—lfound it too mneonven 
ient to conduct business at Lake Success. L. b.. and 
have spent $65,000,000 to gain the advantages olf 
working in Manhattan. Many business men overlook 
the fact that literally hundreds of other companies 
have already moved their head ofhces and branches 
and are constantly moving into Manhattan to take 
advantage of our vast domestic buying market and ow 
superlative facilities for direct’ contact with all the 
countries of the world. Its as commonplace a stor 
as “dog bites man” tor out-of-town companies to move 
to Manhattan, but when a big company moves out 
it's like the story “man bites dog that's news! 

Naturally, many ofheers and directors of big busi 
ness in Manhattan, having read such news and having 
heard such rumors—especially those who live in West 
chester—are asking themselves “why don't we move 
our own offices to the country?” They may say “why 
should we pay $6, or even $5 per sq. [t. for our 50,000, 
100,000 OF 200,000 Sq. ft. for ofhce floors in a new, au 


conditioned building on Filth Avenue, Madison on 


Fond Lael i — eer oa A ot ae, eS, Sa ‘\ ee fees 
: ae ey r ce > ee Bes. ote 7 mete me = Bi eal Wh ee Yi ae : a a ae li f- 
ee are M a P dives 2 “aie | le ie (7 Sati ie Beri. eaten a A aoe Bee oly oe -~_- 
Me a 
Fh, 
pad 
i 
a 2 
: 3 BLATT ae Sea ae ae caer: 
" Pa. \ . Cw 
a mo v Se a xt oe ar 
ay ¢ R % }o 
| hei 
- 4 ey; ea, 
. (es a 
| ics pe. t 
th be + 0 j : iS 
Pk. po lies «amet pan eh ips 
: , Se eae ae Ri hee 
oe Wik ate ae: 2 epemee Buy <4 ’ : — 
coor i ee a raaeS sie” (aA 4 ,. + 
TH hr iP ane: ee G oa ae aL? 
a” a 
! a 
PAR: 
vw 
a or 
z 
a , Pee oe ae Ae 
é } ad al oo ee ‘ om 
: } z Yen * ih! Seu & 
: a oe ef 
4 \? eran Ee ex : os } te 
4 ye ee ee ead tye rH 
ie Ee bi er re ae 
Cork ea» . Cie oat, t M Are 
ee eae. — Ti, Aa as 
5 a liek creat Pa | 1} q a ae ge go yt 
I i: Wo @ ae ms 
’ +e 2 Pa ‘~y = oe +. 
aS bes : : an ae ’ ‘ : 
. 4 ae mo : , 
t ‘ “M6 63 h 
ro, A Mes" if Me ‘ 4 1% 
i eae - = ke 
; Cs wi ‘ 
A pete oil < a? 
: ie 
bie 
get 
¥ ew 
a, 
ee 
<i 
tn 
7 
st, 
ans 
we 
at 
eo 
i. 
co ae 
Pax bs 
ye 
= ad 
a 
gia 
As 
S 
ee 
iba 
{ieee 
oe 
PB ey 
ty 
ay oe ‘ ae ni aa + os af eal ber 1 : ; ‘a i “fy hand ae a ‘bes : = pe ; a si i A ee Bs ‘ ; « ? a 4 
Pie iene at , . tee aad te Os ae aH. ee a Ys SCT a hc a ate ‘ : . poy Ey 2 «i 
a a HS ie ¥ . Wie ;- ie Prix) a eer Aveo ar ae ey rae ¥ oe ce dll siege he ae) 7 my 
eb See oa ‘ Dat $% 7a. Bas < o> a va ih ae Ba." ca. ate AY Ti rd oe z 2 ed . Sp i 
ee a ae a Ot 1 ea ia rene - i ee O eee ea | 2 a ie 5 Cee Ue pa Tie = ree jee ae ‘gt 


Park Avenue, or Lower Broadway, when we can drive 
to our own building in Westchester, and from there 
to our own golf club in ten minutes?” Certainly, they 
are going to investigate such possibilities before sign- 
ing a lease for ten years, more or less, involving sizable 
aggregate rentals. 

Popular opinion seems to be that there is an acute 
scarcity of space and that office rents in New York in 
new buildings, are so high that a large corporation 
must move to the country to secure adequate space 
and thereby save money. The business-minded public 
does not realize that the unforeseen expenses of trans- 
portation, operation of Company restaurants, tele- 
phone and other services are being found by the few 
who have tried the experiment elsewhere, so exces- 
sively expensive that they outweigh any possible sav- 


Science’s Latest Survey: 


MANY A NOVEL has been built on the tribulations 
of the wile who feels her husband gets along alto- 
gether too well with his secretary, but social scientists 
Otto Von Mering, Jr., of Harvard, and Stephen Kege- 
les, of Boston University, have a diflerent viewpoint. 
They have been studying the cases—and the causes— 
of men who get along amiably at home, but never 
seem to achieve harmony with their secretaries. 

The two scientists, working in cooperation with 
statisticians of the SoundScriber Corp., New Haven. 
Conn., surveyed more than 1,000 secretaries in 39 
states to learn what percentage got along well with 
their bosses, and—tor those who did not find the work- 
ing relationship a happy one—what the major causes 
of office friction were. 

The survey—carried out through a questionnaire 
filled in by the participating secretaries—showed that 
the majority of secretaries are well adjusted to the 
particular executive they work for, and to their office 
responsibilities in general. Answers trom the discon- 
tented minority indicated that 
the causes of disharmony are as 
often as not the boss’ fault. 


HOW TO KEEP YOUR SECRETARY HAPPY! 


ings in rent and other obligations. 
The article in Fortune Magazine for December, 
1952, entitled: “Should Management Move to the 


Country?” presents an excellent analysis of the pros 
and cons of the question and is ample evidence of the 
fallacy of business organizations that belong in the 
city, moving from Manhattan to the suburbs. Their 
story contains this classic sentence: “A lot of com- 
panies are thinking about it, a few have done it. On 
the other hand, many managements have rejected the 
idea as nostalgic nonsense!” 

My own recent inspection of Lever House, as a 
guest of your association, has proved to my satistac- 
tion that you don't have to suffer the inconvenience 
of the suburbs to find the Utopian condition of ofhce 
(To page 61) 


3. Gives serious consideration to ideas proposed by 
his secretary. 

j. Makes her feel he would rather have her work- 
ing for him than anyone else. 

5- Doesn't require his secretary to work at break- 
neck speed to make up for lost time, and tried not to 
keep her after normal ofhce hours except in real 
emergencies. 

6. If new office methods are instituted, takes the 
time to explain them to her. 

7. Regards her as capable of assuming responsibil- 
ities. 

8. Tries to straighten things out with her privately, 
if he notices a mistake. 

Poll results showed fully 25.3 per cent of the secre- 
taries felt some dissatisfaction with their bosses, and 
9.6 per cent reported that their bosses didn’t take their 
views seriously. 

A recurrent theme in the answers was that, secre- 
taries being feminine, it is perfectly natural for them 

to like recetving compliments 
about their work. Their pleas- 


Sixty-three per cent of those 
surveyed were rated by the poll- 
takers as “perfectly, or well-ad- 
justed” to their jobs, and the 
executives for whom they work- 
ed; 25.5 per cent as “average”; 
five per cent as “below average”; 
and 1.5 per cent as “inadequately 
adjusted.” 

Whom do secretaries consider 
an excellent boss? According to 
scientists Von Mering and Kege- 
les, one who: 

1. Treats his secretary as a 
person, not an automaton. 

2. Recognizes a job well-done 
by his office assistant, and praises 
her when others are around. 
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“May I have the afternoon off? 
want to look for a better job.” 


ure is heightened, the surveyors 
report, if the compliments, un- 
like the reprimands, are not de- 
livered privately. The larger the 
audience, the better. 

Von Mering and kegeles did 
not draw any conclusions as to 
what constitutes the perfect sec- 
retary, commenting only that a 
happy boss-secretary relationship 
can only come about through the 
efforts of both parties. 

Concerning the “below aver- 
age’ group, Von Mering said: 

“A new position and perhaps 
eventually an entirely different 
job, if no solution is found, 
would seem to be the long-range 
answer to their problem.” 
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Government Tax Pamphlet Lists: 


EACH YEAR at this time bookkeeping departincnts 
in offices across the country are struggling with Fed- 
eral tax returns. Often one of the most difficult items 
to estimate on company returns is the amount of de- 
preciation which may be charged for various types ol 
office equipment. Do the newly purchased typewriters 
have a life expectancy of three years, or five, or ten? 
How long will a filing cabinet be useful? 

Bureau Bulletin F*, Federal Income Tax Bureau, 
gives some of the answers—or, rather, the answers 
which the tax authorities believe are most accurate in 


STANDARD DEPRECIATION ALLOWANCES 
YOU MAY TAKE FOR OFFICE EQUIPMENT 


cases where equipment is subject to average use. The 


bureau's estimates are not necessarily rigid figures 
which apply to all cases. 

Federal tax authorities estimate that ofhce equip- 
ment and furniture as a whole has a useful lite of ap- 
proximately 15 vears. If broken down into general 
categories, the average useful life is estimated to be 
50 vears for safes or vaults (the highest life expectancy 
of any common type of office equipment) ; 20 years for 
filing cases, fixtures, and ofhice furniture; and an aver- 
age of eight vears for mechanical equipment. 


INDIVIDUAL ITEM LIFE EXPECTANCY 


Years 


Adding machines 10 
Addressing and mailing machines 15 
Billing machines __. 8 
Binders, loose-leaf 20 
Blue-printing machines 15 
Bookkeeping machines 8 
Cabinets and files 15 
Calculators | 
Call system and annunciators 14 
Cases: 

Book 20 

Display ... 20 
Chairs: 

Bentwood 5 

Heavy 16 
Check perforators 10 
Check writers 8 


Cleaners, electric vacuum 


Clocks: 
Time 15 
Time stamping 10 
Wall 20 
Coolers, water 10 
Desks oa 20 
Dictation machines 6 


ESTIMATES ARE: 


Duplicating machines 10 
Fans, electric é 10 
Folding and sealing machines 10 
Hospital equipment : 15 
Lamps, desk and floor 10 
Linoleum 8 
Lockers 25 
Lunch-room equipment 15 
Mirrors 20 
Money machines 10 
Numbering machines 10 
Photographic machines 16 
Pneumatic-tube systems 20 
Racks and stands 15 
Rugs, carpets, and mats 10 
Safes and vaults 50 
Scales, counter and mail 10 
Settees 13 
Shades, window 10 
Signs, board 10 
Tables 15 
Typewriters 5 
Wardrobes 20 
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* Quoted in Release 263, National Stationery and Office Equipment Association, Washington, D. C. 
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The office of W. B. Greene, Barber-Greene president . . « 


WHAT A DEALER CAN DO FOR AN OFFICE 


LODAY—as has often been noted—is the age of the 


specialist. Most offices, at one time or another, need 
the services of a lawver, a tax consultant, an auditor, 
and must, in each case, locate and retain the required 
professional, Similarly, when a new office is planned, 
executives wishing a striking and impressive ellect, 
combined with technical efficiency, consult a designer. 

But in the design field, at least, the office executive 
is not always obliged to find his own specialist. Con 
sider the case of the Barber-Greene Co., which opened 
its new main offices in Aurora, Il.. last vear. 

The ofhces are individualized, impressive, and ap- 
propriate for this manulacturer of road construction 
equipment and material for a world market. They 
are obviously the work of a skilled professional. 

And so they are—the creation of the design direc- 
tor on the stafl of the Othce Equipment Co. of Chi 
cago, which supplied furniture and equipment for 
the new ofhices. Barber-Greene simply took its office 
lavout problem to its supplier, and let the supplier's 
specialist, Miss Dorothy Kallio, take over. 

The results have been more than happy, from the 
reception area where furniture covered in billiard 
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giecn and lime green blends harmoniously with the 
green and black marble entrance and natural brick 
walls specified by the architects, to the last: private 
office. 

Green as a keynote color is kept through many of 
the open areas of the building—a graved dark green 
on the stairway wall in contrast to the natural brick 
which follows the stairs on one wall: as a combina 
tion color with copper and vellow in the general of 
fice to the right, giving that large room a friendly 
atmosphere. 

Care was taken in this and the other general office 
areas to give the employees a colorful and comtort- 
able place to work. The variety of colors on the walls 
relieves the monotony inevitable in a general office 
area, Where a great many people are doing the same 
sort of work. 

Each private office was designed and finished only 
alter consultation with the executive who was to use 
it, insuring as a result, furniture and arrangement 
suited to the function of the room. Since the colors 
reflect the personality of the individual in each case, 
giving the executive a distinctly different office from 
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. and that of H. A. Barber, vice-president 


BARBER-GREENE OFFICES SHOW THAT SPECIALIZED SERVICES MAY BE OBTAINED THROUGH SUPPLIER f ’ 
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Customer conference room has special cabinet housing motion picture screen 


his colleagues. Lamps, pictures, and accessories were 
selected on the same individualized basis. 

In Mr. Greene's ofhce and his secretary's, dove gray 
walnut finish was used on all equipment and wood- 
work, with three walls painted gunmetal in color, 
and one yellow wall for accent. Upholstered pieces 
are in grev and vellow leathers; draperies and carpet 
in grey. A specially designed unit in the built-in 
bookcase housing a world globe is unique. 

Vice-president Barber's office, his secretary's office, 


Board room has world map on one wall 
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and the office of Frank Merrill, assistant to Mr. Bar- 
ber, were treated as one large area because only a 
large, clear glass partition separates the three offices. 
Walls were painted warm grey, with one wall in Mr. 
sarber’s office of 12-inch squares of cork, and one 
wall in Mr. Merrill's office of greved dark green. 
Draperies in all areas are New York pattern in green 
and warm grey, while carpets are of willow green. 

‘he upholstered pieces in all areas, a combination of 
green and warm grey leathers with frosted walnut 
wood, complete the light airy appearance of the 
offices. 

A feature in Mr. Barber's office is a special unit 
along the cork wall with a variety of cabinet combi- 
nations, which serves as his work and storage area. A 
table in front of this unit is used for conferences with 
company personnel. 

‘Two customer conference rooms are also included 
in this new building. In the larger of the two areas 
one wall has dark green draw drapes covering an in- 
side wall window. A small portion of this wall-is in 
frosted walnut wood. One end of the walls has draw 
draperies of a green fern pattern on a white back- 
ground. When in an open position they expose a 
special frosted walnut built-in cabinet which houses 
a motion picture screen. The operation of the draw 
draperies and the lighting is controlled from a special 
projection booth. The other two walls in this room 
are again of a greyed dark green, with a light green 

(To page 83) 


March, 1953 


ea a oo ” -_ aS a ae) ERR we a Ti ee 7) a © et os FF “e-em ee aa 
RO ae a ule oo et A Oe! | RS ae 
ar os on orf 3 By. : ans ‘3 eR P ed 7 as ea we 7 : iain 
My + 2 eset wl 2 ; nae rf — oe x : 7 
apes 
pr 
an ; 
Wis ae 
pe 14 be . 
a {ihe | ‘ 
7 PAY h(t Wid ee 4 — 
5 ii re ; oe - ; <a oe 
Loe iH 3 | ' } \{ = es 
ao ae Rey . hg ; — 2 ees en, 
@ “= i} iI ae : . CREE. ot 1 ¢ <= 4 aa ee eee Sie if 
Ba an aes a ee aes . Shee ae 
bc ee Ung) Rr is date ik - pies se = * Tee _ Sp) eee ae 
Bi as Ht ic j. € * ve b: ——— 80 ot. = 
ee  * | Dae a ‘* = te wey 
te Hit Te ; A ye b - ty ‘4 $ at a . beer b eae 
a | es St en ‘Poht fli 7 eee) ae 
« Vemma Ai ie ~~ oT ee 4 " we. 5 
seas ie ial : a » & Tae » ia 2 ate fhe 
in ‘<j ail ie q 4 “Pte I § } ' ‘ ———— eek ee ond 2 . ; 
ay He ; » F. » jp ; ‘ a ee ee ae ‘ 
Baye Hey j ies ee : Hi! 7 ‘ , ie ts. 
= ) iW Hh af - ; ® na “ Je a 4 : ; Sie 
< Stet Hye Y Hie " G Py } “ os st toh ‘ learnt seins i sain 
maps tt 4 fi ‘te as } ey ; ; D AP See . ees: g 
Lae mi le . i 4 , ae . , B 2 
ore Mien ” th. ‘ ~ @) } ® ; Se eee 
‘Peer ae | PRAT PLS |S) Be ee ee. 
"a iti lik Rae , > “% ; Ste > Brrte 7 a me eS ay. eae ee agg ee , 
fd ee oe He ; Re oe eee Es 
> Bae we: <2 Ry « 7 ; at ; tle i ab et ta Le eae a 5 
e.¥ a Mee <:. 4 ae marta i Ee 
oe ia Fo wae “ YS e Ts ee ke aati % 4 ‘ Pe cee 
i} Pg ss a 7 ; i ia CUS , = Saal ge - 
a wr Pat eee OS 3} Pees a rs % ee a Peay : é i 
Era ae rer | 3 i ¥ * » Bee - aan ye ( 
» ae a ~ i 4 , ae ‘ 2 i 4 = we 4 , es i 
“ai ca. ees CRs ut e ? @. gt “a 
ie <a eS Se P . : . + a 
ware | a oi aa = ££ = f ie ‘ 7 See Ri 
B. ae bk ‘ ‘ . -_— ca x ua 2) 
sey | Sa. | i. peeas een Oe J a a y 
ah. oe eh 3 Os 2 ~ 2 RO Ope oc | eee “2% 5 Se 53 
a es Nae 14% ; eae 7 mR, Te a rs - fae ee FO | fe 
oe ae at oa e a ae a a ale cl ot a 10 RS ee ee 2 . 
ba s y a Bt f Z.. LA ‘ ; A >. Se L ee A .- J ‘ cet Reece 
a: ‘ ee le Se | — eee Fi Ye & ™e ‘ a AS rg, “A a a = na tr le 
a4 ‘ a : 4. 4 ic oo —. ay att ‘ os ly ae ro ib. alge 
i a e : mee ee Ba > Ae ax th ; ay e ' r . = " S 5 . Sen e 
4 ‘aa 4 4 heer a - ae 4 ia wee ae — are af ar “ae yg bb oe 
a y -. “Qos ho i ee ee 4 ; a oS Cetera are ‘en ee 
con iia ee. ee Oe ae ll ae Hi fet i 
aero s peries: t., cot Pah 4 oe : . Se ma es eae Rie ns meee g ae i 
oe geass gee by hh Fa. Cee OE eae ae ese cs AAS Sa 
| r 7 , ee ; wy . ii 2 * {eae oe | (a 
rae » oe Lean Py ee Gala” i “a i ; 
coy ol * , oe Cas ea eS ee? . % Ee 4 $ A 2 RS , 
eae AS : i a nae = s, Pee Pe, ~ 
Bia ' ie Peet np ci) nn a se le 2 ‘I 7” ‘ i ial 7 “4 aie 
(a8 ae EE a ks | oe Oe Cee os ee Mi a es = 
ioe 34 C3 [ol : — ; 
en ee ees i 2a yee he. ‘ Fi legs ae ‘3 
a > plete) 4 - Ke es ee BEES ke ~ 
ral ; 4 ial _ \ % ‘ =a 
at : 12 - * Pc oe x - “ . - —— e . 
ws 4 ae : My, ‘§ } ae i <t — hl = 
4 a. re eet fal ah? — bs ee. 
‘Wena | aa t re re MN ee i Se 
ar 
coat 
Sos 
; —* 
Lee 
er | 
Nan 
We 
ae 
oy a 
a 
3 
fee. bali : we ine 
ag 5 t cee cn hee: sila. 
aes 7 BAS, ABP ms 
oa ee os ~ ole ' 
‘ey, A ot ee cs i, ). +5 ei ¢ 
a ie EM, Py, ud Cae ‘ ine i 
i ee er Le 7. . 2 
ie ‘ a pai ge * as f y q - - = 
: " ‘ G89 F E _ « : — ar, —_- ———_— 
ar ‘ gid NE t lg 4 £ tg ai 
> fers as ee Sar. , a ak. 2 a 4 ee ’ 
a a i +. * octal SG : aie ee , a 
p a ea ee - si -| i ae 
ee x pom * : get S.. ae e ae P * 2 zz r 3 Fie: som ; ‘ 
q i ea fo" ba ha wit is yall ce A." me ad om 
_&s ates ee* s = ae 8 ees! 3 ee 5 a a are. sess 
. cerataat Nan gaia ok rs a ee 
pairs: ee ge > Aya ria Bees, oe  Aualge . 
oo el en ee Mog Boro a vs 
id EN! 64 ee 7 ee ‘ ih 
3 cy ME ans ae ame ae ae ian 
2. ees Te ae a > Ses aa . i eniacdliaindle 
= hy et : 4 ae = “i a Piss a —s an ma 
be ee gine oP ae bg 
2 oye =o : - * 5 we pe aie i ~ 
- : FSi z — ,- th ae 
bt . eh ‘ 
a are : 
cae ha Be! ee <5 
ae Ua i me, 
Ge f s ~ aT oa A 
es. © Paes Ree Nee i : 
2 oe * Oy a Sa ‘ J 
ee: 
io 30 ee Pe 
cee: 
. a 4 
‘had — 
ae = 
ae | ax: 7 inl he ek 
ae ae. ae ie i ae Sk. ae ogee ae a 
ce : a - Se ee pert ; many | Pecak- 4 
<a ae me PS) 7 _. eee ie ae es 
oo ae |) a a Lee / game = > See ey 


annual OMAC 


BUSINESS SHOW 


The Conrad Hilton i 
MARCH 2, 3, 4, 5, 1953 


Sponsored by OFFICE MANAGEMENT ASSOCIATION 
CHICAGO CHAPTER NOMA Held Boring Htth ANRUAL SEMINAR 


CHICAGO SEMINAR, SHOW OPEN MARCH 2 


PROGRAM... 


Eleventh Annual Seminar 
Office Management Association of Chicago 


MONDAY, March 2 

9:00 a.m.—Registration 

12:00 noon—Seminar Luncheon: Eskil |. Bjork, 
president, Peoples Gas Light & Coke Co.., 
Chicago, speaking on ‘Business is People’’ 

2:30 p.m.—F. L. Haskell, office manager and 
assistant treasurer, Wallace Barnes Corp., 
Bristol, Conn., speaking on “The Office 
Manager and Expense Control’ 


TUESDAY, March 3 


10:00 o.m.—Frank M. Knox, president, Frank M. 
Knox Co. Inc., Cleveland, speaking on 
Management Seeks Cost Control,” plus 
"How Much Time Do We Waste?" a session 
devoted to the “how’ and ‘why’ of im- 
proved procedures 

2:00 p.m.—Samuel L. Workman, president, Work- 
man Service Inc., Chicago, speaking on 
Keeping New Employees Happy,’ plus— 
Robert L. Peterson, college of Commerce 
& Business Administration, University of 
Illinois, Urbana, IIl., speaking on "Incentives 
—Do they Work?" 


WEDNESDAY, March 4 

10:00 a.m.—Thomas E. Hurns, secretary and gen- 
eral accountant, Detroit Edison Co., De- 
troit, speaking on ‘How Important is the 
Supervisor?” plus— 
"Shall We Tell Them?" a session devoted 
to the importance of two-way communica- 
tion in effective management 

2:00 p.m.—Kenneth B. Willett, vice-president, 
Hardware Mutuals, Stevens Point, Wisc., 
speaking on ‘Pep Spelled Backwards is 
Still Pep" 

7:00 p.m.—Seminar Banquet: Clarence Manion, 
attorney at law, Doran & Manion, South 
Bend, Ind., honored guest and speaker 
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Headquarters Hotel: The Conrad Hilton 


MARCH 2, 3, 4, and 5 are important days for office 
he Ofhce 
Management Association's Annual Seminar and Busi 


exccutives. In Chicago on those four davs t 


ness Show will be running full force at the Conrad 
Hilton Hotel. Judging from the high caliber of seimi- 
nar speakers, the advance notices of scheduled events, 
and the list of firms whose products will be shown, 
this big twin aflair will rate among the more impor- 
tant highlights on any businessman's calendar. Slated 
to address the gathering are such noted managenient 
leaders ay Samucl L. Workman, president of \Wor! 
man Service Inc.: Eskil J. Bjork, president of Peoples 
Gas Light & Coke Co.. and business-lorm consultant 
Frank M. Knox. 

Both seminar and show are kevnoted by the dyina 
mic noun, “Pep.” whose component letters stand for 
Procedures, Economics, and Personnel. These three 
topics—each, of Course, a vital ingredient to any suc 
cesstul office—will be well represented in talks, Lorums, 
and exhibits. 

Said one OMAC official in explaining the three-fold 
nature of the seminar theme: “When labor and ma 
terial costs are rising, efhicient operational procedures 
offer the best possibilities of cost savings in office ad 
ministration. Lhe seminar and show will demonstrat 
how vou can design more efficient methods, simplils 
operating procedures, improve office skills, and mor 
fully utilize available manpower. Experts will provide 
the latest information for the solution of organiza 
tional problems .. .” 

\s for economies, he continued, management “musi 
continue to face the double problems of producing 
for defense and supplying an expanded civilian man 
ket. In the vear ahead, the solution of problems aris 
ing in a guns and butter economy will put manage 
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efhcient equipment. 


ficiency 


Aeme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Allen Wales Adding Machine Agency 
All-Steel Equipment, Ine. 

American Automatic Typewriter Co. 
American Perforator Company 
American Photocopy Equipment Co. 
Art Metal Construction Co. 
Bankers Box Co. 

The Bireher Company, Ine. 

Ek. W. Boehm Company 

Boom Electric & Amplifier Co. Ine. 
Charles Bruning Company, Ine. 

R. B. Bunn Co. 

Burroughs Adding Machine Co. 
Business Efficiency Aids. Ine. 
Chart-Pak, Ine. 

Chicago Dictating Machine 

Clary Multiplier Corp. 

Copy-Plus Sales & Service 

E. Conway, Ine. 

Ralph C. Coxhead Corp. 

Cummins Chicago Corp. 

J. Curry Mender Corp. 

Davidson Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Dictating and Recording Co. 
Diebold, Ine. 

Ditto, Ine. 

Domore Chair Company, Ine. 
Duplicopy Co. 


Eery Register Co. 
Elliott Addressing Machine Co, 
Felt & Tarrant Mfg. Co. 


Fototype, Ine. 


‘Better utilization of available personnel,” the ol- 
ficial concluded, “means better productivity and im 
proved employee relations. Recognized experts will 
present proven ideas based on successtul experience to 
maintain employee lovalty and increase individual el- 


Over on the exhibit side, it was already apparent 


ment under heavier pressure to do more with less last vear that 
vreater economies will be demanded. . 
nar will help vou meet the challenge . . 
economies of new methods, simplified procedures, and 


| his semi 


annually by 


LIST OF EXHIBITORS 


Friden Caleulating Machine Ageney 
The General Fireproofing Company 
Jos. Ginsburg. Ine. 

Gray Audograph Corporation 
Charles R. Hadley Company 
The Haloid Co. 

Hush-A-Phone Corp. 

IHlinois Duplicator 

IBM Corp. 

Lee F. Kollie Associates. Ine. 
LeFebure Business Systems 
Marchant Caleulating Machine 
Marr Duplicator Co.. Ine. 
Marshall Field and Company 
Marshall-Jackson Co. 

Master Addressor Co. 

The MeBee Co. 

The McCaskey Register Co. 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Mach. Co. Ine. 
Mosler Safe Co. 

Multistamp Chicago Co. 


Lo. 


Management Association 


Thomas A. Edison, Ine. (Ediphone Div.) 


BUILDING A NEW OFFICE? 

Or remodeling an old one? 
If vou are, let us know. 

Office Management & Equip- 
ment is interested in this evi- 
dence of progress in the office 
field and wishes to give adequate 
publicity in its columns to these 
new projects. 

Address Editorial Department. 
Office Management & Equip- 


ment, 212 Fifth Ave., New York. 


OFFICE MANAGEMENT AND EQUIPMENT 


the show would be a sellout. Months 
ago it was reported that all available space in the Hil- 
. through the ton’s huge exhibit hall had been leased. Visitors these 
four March days will see the most up-to-date machines 
and methods vet designed to lighten the load of man- 
agement, one spokesman. said. 

The two events, show and seminar, are sponsored 
the Ofhce Management Association 
Chicago—that city’s chapter of the National Office 
in conjunction with North- 
western University. 1953 marks the 1ith vear the afflan 
has been held. 


National Cash Register Co. 
Office Equipment Co. of Chicago 
Office Mgt. Assn. of Chic 

Olivetti Corp. of Ameri 
Pitney-Bowes, Inc. 
Powers-Samas Accounting Machine- 
Private Tele-Communications, Ine. 
Rand MeNally & Company 

Record Controls, Ine. 

Recordak Corp. 

Remington Rand, Ine. 

Rex-O-Graph Ine. 

Robotyper Corp. 

Rol-Dex Div. (Watson Mfg. Co.) 
Royal Typewriter Co. Inc. 

Scribe Corp. 

Security Steel Equip. Corp. 
Shaw-Walker 

Simplex Time Recorder Co. 

Spak & Natovich, Ine. 

Standard Duplicating Machines Corp. 
Standard Manifold Co. 

Statistical Tabulating Co. 
Stenographie Machines. Ine. 

Stivers Office Service 

Superior Saie Service. Inc. 

Tallman, Robbins & Co. 

Tiffany Stand Co. 

The Todd Company. tne. 

Trans Envelope Co. 

Triner Sales €o.. Ine. 

Underwood Corp. 

Victor Adding Machine Co. 

Wassell Organization Ine. 

Weber Addressing Machine Co. 
Wheeldex Chicago Company 
Workman Service, Inc. 


March, 1953 


| ae a yi ses an. ett Cea aes Oe gies 
Pe. Re. fis veh ee ee L .& Lg iteed eet rie” . 
Bee ie 7 | oe i : Be: : RS ery hate ae ee ae Pi ae pt ie Sk ee BO 
‘ease 
= 
a 
ap te 
ee | , 
Rene: ] : 7 a 
fe: +f . - 
Ne ~ . fe: ° . , 
/ bee's ‘ - aye 
Sa > a - s 
Fe ‘Ss y < > at? T * - 
eS : ae Mm ik 4 ape 
1 Mate si se pe Siggy! 7% 43 = ae 
hee. Sag 2 ; . rhe ey a / . Hho 
ee 32 WY moi Pe? Petite ey rey - 
V4 a4 _ a oe “a ee ~ 
Fa con Oo ‘ees = BP as 29 wa xe 
a Se Bas ’ nner ey tere it ? HEF 1 eee i Le a ve 
iE ss i a ba ‘me ‘ eee <2 e . ;. 
la i a Er P COT) aiaeeeitt Petre id ! ig ose ¥- HH ak =< eS Bae y z 5 
40 a a BEET ETETEY Perri ute = TTL 7 ; ee gonaaalig ta & 
) a a ES reel Pc. TA | o i= 2666 --— ones 
<iq 1 4 Bie ow » tn oe Pe { 5: , ir a - 
ees tate avaveetsser & eyes ee anet 8 2 oe cath 2 ge = “Sa . Serge eta i4]) © fee é 12, Pacers tr 
a RRR Ect: 2: ee 
a aie Ee te ings ened on es steph ge al x te = - oa +n t ra. | SeShih a ia } oo ho te y= ee Cte BE Bai a « 4 
i ed  ERBRBAASESEE stodobe ga oe” ah oat nea stating ‘ i |) ee * " s “* ge , 
, 3 in 2 posese a0 08 9s 90 i sa as Soe a etree at te ‘jij pe, tx : — ie+ <a) — 
it ~~" S 20) ee =e i - : vege - tH ity . aa ~~ hee ae : Bee ra ee Le = ea 
i A er . * : P ee . ea & ts He Fy * a a = 
ae o> eos Se he hE URL ae : 
oe ut Wan “«  ——s ' os 4 SM Faroe des. 
yest ime es + eee oe J (| ek wih fg: i= wake « Ls ce het oe a 
ne te ONG Se be , Se = aes ee . Easy ra” tone 
2a x _ “, s ie > + ae ~— ~ - 2 7 ; hia : ¥ 
| et a tee ee <i —a Axi ie pee” ee ig) bt 2 
‘ i = 4 . Rie aie oe : Ty a — Sa ey ed os -* 
Mle seneeeee 3 > ae = NN, : ee —_— gs stew of eines. oP. e 
oe 4 enmeee ; eae Ree ta — “: - : “ay = . = he 5. > ——-— ” Kor ene 
fees Lett | by . ass Smee ee a _ <i Rise... te | SS ee 
i MATT Raa! SEN. * — . “ Bea ae : ee oe! = zs i 
ae « “om " a ee i ~s ip : -, ae abet Botel fl 
Tay A " . e. ie ety ee - . . wehen : ; 
& a a Sa ; 
ie mS 
Poa 
ae 
i 
r? 
i | A 
we eS 
oe a 
wy 
e ie 
a 
‘ee. 
) a 
ae 
re 
pe 
fey 
a ae 
Re ier 
Ba ud 
Br 
a 
melt 
a LD 
~*~ 4 
» 
nt 
+ ‘(eeete mre wet 
% 
Ayr el ; 
rs os . 
“g 
bg S 
% a, | 
ae 
his ee 
angie 
cst 4 
nS a Gaseiainseraseleinisinacientasenshsisieenpeedaaisipesianainacimenians 
ei 
weg 32 SS a 
Pas: 3 . 
Sager _— 
i 
ae a) ee > 0s se: ee bed RR eg oe ie 
apa iy Ss emibalits Pais gor etsy « hi ae See CMR re 
Pe 4 a a 0 i, e| | ee Pl ce PR i 


OFFICE FURNITURE 


NOVICE the subtle differences between the sketches 
at the top of this page, and the photographs beneath 
them. They may seem unimportant, but they reveal 
nonetheless the close, careful attention that modern 
designers and manufacturers pay to the comfort, beau- 
tv, and economy of the ofhce furniture they create. 
Vertical, tubular, table legs, for example, are tapered 
and set at angles to appear more graceful. The sofa 
back is finished with one row. of 
buttons, rather than two, to make it . 
easier, more economical to manutac- 
ture. Phe depth of the piece is 
shortened for greater sitting comfort. 
Each change is calculated to benefit 
the user in some substantial wav: a 
better looking ofhce, a more relaxing 
place to sit down and work, a lowet 


cost. 

These small but significant changes 
are likely to occur at any stage in 
the development of new furniture. 
anywhere from the first “rough” 
sketch—the kind shown here—to the 
mass production of finished items. 
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DOESN’T JUST ‘HAPPEN’ 
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\ccording to furniture designer Jorgen Hansen—who 
together with his colleague, Jens Phuesen, planned 
these pieces for Huntington Chair Corp., Huntington, 
W. Va.—as many as six decisive steps are required 
belore anv item becomes a reality for some office ex- 
ecutive. Following initial “roughs,” a furniture item 
(let’s sav a chair) is planned out on scale drawings 
which accurately specify the height, slope, upholstery, 
and—as in the case of these Hunt- 
ington models—the choice between 
oak and walnut finishes. Next, life 
sive plans are executed, then raw- 
wood factory samples. At every step, 
improvements are added, first on the 
drawing board, later on the actual 
model. Even after mass production 
has begun, Mr. Hansen explained, 
“factory corrections” can be made— 
step saving suggestions from shop tore- 
men that simplify fabrication. 


These changes may be subtle, true 

-but they are important: little un- 
seen differences that are so necessary 
for vour working comfort. 
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What are today’s trends in 


DUPLICATING 
METHODS 


By WALTER A. KLEINSCHROD 


QUESTION: What material 


“Office Management and Equipment" asked a cross-section of Ameri- 
can offices to name the type of material that they duplicated most 
frequently. The various categories they mentioned are listed here, 
together with the number of times each was named: 


General correspondence 
Statistical data 

Charts 

Records 

Legal documents 
Drawings and plans 


do you most often duplicate? 


Forms .... 2! 
Lettering . 18 
Book pages 13 
Bulletins ... 10 
Magazine clippings 10 
Reports 8 


IP IS NOW 77 vears since Thomas A. Edison intro- 
duced a “method of preparing autographic stencils fon 
printing,” and 7o vears since one Albert B. Dick con- 
structed his device for putting Edison's method on a 
mechanically practical basis—a device he called the 
“Mimeograph.” Since that time, the endeavor to du- 
plicate forms, correspondence, and other paperwork 
has advanced considerably, and machinery to accom- 
plish this task has taken varied forms. Today's execu- 
tive is confronted with a huge array of dissimilar du- 
plicators (cf. “Equipment Round-Up,” pp. 43-5). each 
designed to achieve, in one way or another, a singulai 
result—the quick mechanical reproduction of printed 
matter within the office. 

Modern duplicators range from tiny postcard print- 
ers to big shoulder-high cabinets capable of reproduc- 
ing charts and statistical sheets of almost any dimen- 
sions. Other duplicators reduce what they copy 100 per 
cent or more, or “blow up” duplicates to many times 
the size of originals. Still others reproduce documents 
“life size.” The scientific principles behind these ma- 
chines are equally varied. Thev range from the ancient 
observation that oil and water do not mix (the basis 
of offset duplication), to the comparatively modern 
discovery that positive electric charges attract nega- 
tively charged particles (a fundamental 
xerography) . 


factor in 


but despite these considerable variations, it would 
seem apparent that by now some uniform standards 
for duplication have become established. It would 
secm that, either by accident or design, certain norms 


have evolved over the years—norms to which ofhce 
duplicating jobs adhere, whether they are performed 
in New York or San Francisco or Little Rock, Ark. 
Office Management and Equipment decided to find 
out if any such patterns of practice did exist, not only 
to enable its readers to compare their duplicating 
methods with those of other offices, but to indicate to 
equipment manufacturers as well any significant 
trends in this vital day-to-day operation. It was hoped 
that industry would utilize these findings as a guide to 
producing serviceable, standardized machinery that 
would improve the office of tomorrow as successtully 
as present equipment has bettered the office of today. 

Office Management and Equipment queried a 
cross-section of American ofhices having 100 employees 
or more, ofhces representing various business interests 
such as banking, manufacturing, government agencies, 
and the like, and each with its special duplicating re- 
quirements. It asked them to name the types of ma- 
terial they reproduced most frequently, whether cor- 
respondence, records, statistical data, or anvthing else 
were the papers most frequently duplicated in their 
ofhces. The magazine asked them to indicate the sizes 

the most common dimensions—ol their original ma- 
terial, and to specify if it was reduced or enlarged dur- 
ing duplication. Finally, it wanted to know the average 
number of copies reproduced per job in each office 
questioned. Respondents included) g7 offices in’ go 
states. 

Charts on this page indicate the more significant 
results of Office Management's survey. 


times each was mentioned, follow below: 
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QUESTION: What size copies do you make... 


In an effort to learn the most popular sizes of duplicated material, 
“Office Management and Equipment" next asked its responding 
offices to list the dimensions of the papers it most frequently re- 
produced. The various sizes named, together with the number of 


... and how many at a time? 


Is there any “trend” in the quantity 
of copies printed in one run? From 
these figures, apparently not. Num- 
bers left of the dotted line show 
quantity per run; those right, firms 
that named them: 
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With colorful tabs of Plastic DIRECT THE EFFORTS OF THE FILE CLERK 


The basic principle is sound. =~ When you refile, use the num- 
You read from left to right— ———— ber shown on the folder tab 
ay ey _ —place behind the guide of 

—- = the same number. At the 
Locate the guide you want, eer ao us once ae yay weet —_— 
then the individual folder. —=—————— — the alphabetical char- 
acters. 


The miscellaneous folder holds Use an OUT GUIDE to control 
the occasional letter. material taken from the file. 


For bulky material. 
The The OUT GUIDE. A control factor. Expansion up to 5%”. 
folder label. 


Several colors — 
for classification. {—_ =\ 
fa 


nirQ ari The individual folder. 
Cotiuloid Tabs ~? Note the TWO-PLI-TOP at the 


bbe point of greatest wear. 


- ° wf 
PRA tts ha le le SE 
bes’ SOS Ps D 


The de luxe miscellaneous folder. The miscellaneous folders. 
Angle insertable tabs. Green Jutefibre, 
20 point Smeadfibre. 
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ONE OF the largest plant- in the United States devoted 
exclusively to the production of continuous business form- 
is the Autographic Register Coo. new factory in S. Hacken- 


FIRST of a series of “sales schools” for Gen- 
eral Fireproofing Co. salesmen from all parts of 
the country was held recently in Youngstown, O. 


ED H 


; ta ” Ip SW ap s 
OFS 


4 PEN <hare- the -ilver sereen with film star- 
Ann Sothern, and Richard Conte in’ the 
picture. “Blue Gardenia.” 
manufacturers. 


Anne Baxter. 
new Warner Bros. 
According to the BB-Rol-Rite pen 


the ball-point product has an important role. 


March. 1953 


BILL OF RIGHTS, Declaration of 


stitution are examined by Edwin H. Mosler, Jr. (left) 
John Mosler. of Mosler Safe 


to which these document. are lowered each night for 
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sack, N. J. Of brick and steel construction, the manufac- 
turing area is one story high, with a two-story central office 
section. Parking areas are provided in the plant ground-. 


Purpose of the series is to inform dealers of the 
latest developments concerning company products. 
“School” covers each of the company’s products. 


Independence, and Con- 


and 
Co. whieh built’ giant safe in- 


safety. 
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NEW typewriter, introduced by Remington Rand Ine. 315 4th ALL-PURPOSE cart is offered by Equipment Mfg., 
Ave.. New York, features a 10 3/10-inch writing line on a full Inc., 21550 Hoover Rd.. Detroit, for use in moving 
ll-inch carriage. even though it is portable size. The Quiet- bulky items or supplies. Wheels of the cart are 
Riter has a full-size standard keyboard, and a_ patented rib- ball bearing with rubber tires: guide wheels are 
bon changer said to reduce ribbon changing to simple process. swiveled. Cart is all) steel with aluminum finish. 
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TERRAZO in resilient-type tile is the way Hachmeister, Inc.. Box 357, Pitt-- 
burgh. describes its new asphalt tile flooring, Poly-Krome. Like terrazo, it 
has multi-colored chips set deep in the surface of the tile. The maker says 
product is available in ten colors, and is usable wherever asphalt tile is practical. 


IMPROVED paralleling drafting 
board has been announced by the 
Bradford Bailey Co., Box 440, 
Elizabeth. N. J. Model has rub- 
ber desk grips, plastie indica- 
tor to measure rule movements in 
fractions of an inch, and cord to 
attach ruler, indicator to unit. 


SAND URNS in a new series 
modern designs are presented 
Lawrence Metal Products Co., 
Walker St.. New York. Variety 
effects is achieved by bronze 
brass bands in varying widths on 
cylindrical aluminum shell. Col- 
ored aluminum bands are available. 
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W. Clybourn St.. Milwaukee, Wis. is the 
model 553 E-Konomy Kleradesk. The mak- cation to 
er states that the new unit is unique among 
desk files because it' is built 
in two sections which separate in the cen- 
ter, permitting additional center section-. 


twouieniondienieat ea 
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THE NEW line of air conditioners now being 
offered by Fedders-Quigan Corp... Tonawanda 
st.. Buffalo, N.Y. comprises five window 
units, two more than last year. and three con- 
soles. The company reports that all window 
models feature the “built-in weather bureau.” 


A “PACKAGED” filing 


addition to the line of the 


numerically 
a supply of insertable tabs for individual folders in red, lemon. green. 
pink and blue, to be used as keys on individual folder to indicate type 
of customers, Set of Div-I-Dex units and printed out ecards are included. 


a push-button control system; twin filters; V- 

type evaporators and capillary-type thermostat 

controls, A rotary grill makes possible the 

control of air flow in a full 360 degree cycle. 

Console models are finished in blonde or ma- 

hogany woods; window units in ivery or green. 
A 


arranged folders for miscellaneous folders. 
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system unit is now being marketed by Cel-U-Dex 
Corp.. 1 Main St.. Brooklyn, N.Y. Primarily designed to record and 
Sengbusch Self-Closing Inkstand Co., 2222 give quickly information on the characteristics of prospects or customers 
in any line of business, the Vers-a-File has now been expanded for appli- 
any business or profession. Consisting of alphabetically 
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PAINT SPRAYING unit designed on the principle of charging the 
paint electronically within the spray apparatus itself was exhib- 
ited recently by Scientifie Electric, Garfield, N. J. According to 
the manufacturer. the lonie Gun is simpler to install than older 
type electronic sprayers, and. because of its internal charging of acters are injection molded at high speed in a mullti- 
the paint, does not require the use of an external. charged sereen. cavity mold that produces 360 units, as shown, in 
Internal charging also highly ionizes the paint, so that it differ- Itinch to “4-inch sizes. Small nibs on the lower 
entiates between painted and unpainted surfaces, penetrating into edges make it simple to insert them in panels, the 
all eracks and crevices, the company says. It is also claimed to maker asserts. Larger letters can also be produced by 
use less paint in operation than other spraying devices now used. injection molding. in either Gothic or block form. 


LETTERS, numbers and symbols for sign panels and 
bulletin boards are produced by Uneeda Sign Service, 
270 Bowery. New York, of Tenite plastic. a product of 
the Tennessee Eastman Co. Kingsport, Tenn. The char- 


COMBINING features of two existing products to meet’ par- NEW, electrically 
ticular needs of a customer. Firestone Tire and Rubber Co.. produced by Dor-O-Matic Division. Republie Industrie-, Ine., 


has led to creation of a new product by Diebold. Inc. 818 HAO N. Knox Ave. Chicago. The “Invisible Dor-Man” is said 
Mulberry Rd. 5. E.. Canton, O. V-Dex is said to combine ad- 
vantages of Diebold’: posting tray- with those of the com- 
pany’. verticeal-visible Tra-dex systems. Brochure on Fire- 
stone material control system is available from Diebold free. 


operated hydraulic door control is being 


to open any type of wood. glass or metal door when a person 
steps on the carpet leading through the doorway. Door remains 
open until the individual walk- through. and then closes with 
a “two-speed” action designed to insure noiseles- operation. 
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SECRETARIES 


IS YOUR TOUCH ELECTRIC? 


Lucky, if you have an ELECTRIC typewriter 
but... 


They are Different, of course, in stroke—very much 


culty with Kee Lox Wonder Kee Lectric Carbon— 
harder than Standard machines. The old common 


on Tough tissue with a very tenacious color coat- 
Carbon just is not equal to the stroke of an Electric. 


ing. lt does not cut through, but gives extra Wear 
Waste results, because carbon cuts out quickly and . ’ . 


holds back efficiency. This is just not right for this plus sharp, Clean Copies and Most Efficient Ser- 
expensive age, is it? Our Chemists solved the diffi- 


vice. Just what you need with Your Machine. 


8-lb. Wonder Kee Lectric NC. 


Extra Bone Clean, No Roll Marks, Copies will not rub, Easy Erasure, 
makes 2 to 5 very sharp, distinct, grey black Copies. 


10-Ib. Wonder Kee Lectric STRONG. \ ‘ 
2 to 


Sharp Print. Very Clean. Best Wearing Carbon on the market. 
10 distinct Copies on ELECTRICS. 


5-lb. Wonder Kee Lectric NEW STRONG. 


15 to 20 Copies. 25 on Electromatic with 7!/2 lb. Onion Skin Paper and 
ptr — 


c.ectaic | 
TYPEWRITERS 


| 


ee eee 
i “ 8... © 3. & 

Would YOU like some Kee Lox Manufacturing Co., Rochester 1, N 

Samples FREE for 


YOUR Electric? 


Send Free. No obligation, To 


Street 


Today Top efficiency counts in an 
office. Please fill in the attached 


| 

| City Zone State 
Coupon and send to us and you | 6 sheets 8-lb. Wonder Kee Lectric NC, Bone Clean Carbon Size 
7 ” mene deostenetiiaes | 6 sheets 10-lb. Wonder Kee Lectric Strong, Extra Wear Size 
oe Eels See | 12 sheets 5-lb Wonder Kee Lectric New Strong 20 Copy Carbon Size 


ELECTRIC MACHINES. The Qual- . d 
ity is. Wonderful. We make usually Copies at a time. 


Signed 
Send Coupon Today 


THANKS 


Title 
ee 7 0 


March. 


1953 
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HIGH NOISE level from use of tabulating machines 
office equipment in the Lueas County, O.. auditor's 
eut 75 per cent since installation of Fiberglas acoustical 


AUTOMATIC collating machine was introduced 
recently by the Harris-Seybold Co. 4510 E. 
Tist St.. Cleveland, O. The maker says that the 
machine, operated by one semi-skilled worker. 
ean gather eight sheets in sequence at arate 


and other 


office 


of more than 24,000 sheets per hour. The stan- 
dard machine has eight sheet-folding  station- 
which handle sheet sizes from 4 x 6 inches to 
91, x 12 inches. “Doubles” are avoided by using 
suction pick-up; the unit checks completed sets. 


Miller Furniture Co. Zealand, Mich., 


STORAGE rack made of welded heavy-gauge steel 
ha- in chrome finish is now being offered by Herman 


to be used 


as an attachment under the seat of the Eames ply- 


tile, made by Owens-Corning Fiberglas Corp., Toledo. O., on walls 


wood chair. The rack is available in minimum ord- 
ers of 50, either shipped separately or already 
ae 


installed on the chair. Price of the rack: $2.75. 


and ceiling, according to tabulating supervisor James Johnson. 
The non-combustible tile, according to the manufacturers, may be 
spray-painted eight times without losing noise-killing qualities. 
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EQUIPMENT 
ROUND-UP 


1 monthly feature devoted to 
surces of major lines in the field of 


office equipment and supplies 


Addressograph-Multigraph Corp. makes the new model 


1260 Multilith duplicator 


Duplicating Machines — All Types 


(For addresses of all manufacturers, see 


Diazo 


1953 


pave 49) 


Charles Bruning Co., Inc., offers a desk-side unit 
1e© Copytlex 14. The machine is designed to produce et 


smudgeproof, direct positive copies of “practically 


invthing typed, written, printed, or drawn.” Copies are 
permanent and legible regardless of the quantity reproduced. 
he total cost averages less than 2 cents per square foot of 
copy, the company says. 

Copyflex 14 can accommodate original material up to 20 
inches in width. It is able, therefore, to copy “even the 
bigger accounting and statistical sheets,” or ordinary letter- 
size forms two ata time. “The large width, plus virtually au- 
tomatic operation, enable it to speed orders, invoices, produc 
tion control, accounting, sales control, purchasing, personnel 


Paragon-Revolute Co, : new Ozamatie duplicator made by the Ozalid Div.,. Charles Bruning Co.’s deskside 
3 fume diazo machine General Aniline and Film Corp. ‘ unit—the Copyflex 14 
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Tools of the Office 


COLUMBIA 


Columbia Ribbon and Carbon Co.'s model L unit employ- 
a gelatin roll to duplicate hectograph masters 


work, or any paperwork system used in modern business,” 
the manufacturers say. 

“No special skill is required to operate the ‘14," the tirm 
adds, “only tive minutes of explanation. It needs no masters, 
inks, tray developing, special lighting, or installation—only 
an electrical connection.” The large, shoulder-high machine 
is quiet in operation, and can be rolled on its casters 
wherever desired. It runs on standard 115-volt, 60-cycle AC 
power. Color: neutral grey. 

The unit weighs 810 pounds; its dimensions are 32'. x 
6'> x 57 inches. Delivery delays range from 30 to 45 davs, 
truning reports. Copytiex 14 costs $1,475 f.o.b. Chicago 


I 


Ozalid Div., General Aniline & Film Corp., describes its 
Ozamatic duplicator as a “low-cost, high capacity copying 
machine [that] turns out clean, smudge-proof copies of the 
same or different originals at the rate of 30 feet per minute— 
faster than any other whiteprint machine designed for office 
use.” According to Ozalid, 8! 
than 1 


x Il inch copies cost less 
cents each to reproduce, “including all materials. 
labor, operation, and depreciation.” No special inks, stencils, 
or masters are required. Copies can be made in a variety 
of colors with no machine adjustment. 


\dditions can be made to a translucent original at any 
time, the manufacturers point out. “The Ozamatic will 
reproduce the new information as faithfully as the old.” On 
the other hand, they add, a number of “selecting techniques” 
make it possible to copy just certain portions of the original. 

“Ozalid copies on translucent papers or foils can be used 
in turn to make additional copies,” Ozalid says. “Thus when 
it is desired to alter a form without affecting the original, 
you can first prepare a ‘duplicate original,’ make the neces- 
sary changes, and then run off copies for distribution.” 

Ozamatic will produce copies of any length, and up to 
16 inches in width. The unit sells for $1,270, Johnson City, 
N.Y. “Delivery is made immediately on receipt of an order,” 
the manufacturers assert. 


Paragon-Revolute Corp. manufactures an ammonia fume 
diazo machine designed to produce white prints at) syn 
chronized speeds up to 18 lineal feet per minute. It can 
accommodate originals as wide as 42 inches, and of 
length. According to the makers, 
the unit dry and ready for use. 


any 
duplicates emerge from 


The machine “occupies less than 17 square feet of floor 
space,” Paragon-Revolute adds, “and does not require highly 
trained operators.” 


It is constructed on cast aluminum end 
frames “which are jig bored for accurate and permanent 
alignment of all moving parts.” 


Rollers are set in preci 
sion-type ball bearings, pre-lubricated to minimize main 
tenance 

Priced at $2,500 f.0.b. Rochester, N. Y., the unit is guar 
anteed by the manufacturer for one year 
edly takes from one to two months 


Delivery report 
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Gelatin 


Sometimes called the “hectograph’ process, this duplica- 
tion method in some ways similar to the liquid process. 
Both depend upon the transference of aniline dye from 
master to copy paper, a th ign in this method a gelat nous 
ibstance acts as an intermediary agency. 

Masters are prepared from hard bond paper. The materia! 
to be duplicated typed on the paper through specially 
dyed hectoagraph ribbons or carbon sheets, or by writing 
n it with special hectograph ink or penci The master 

then placed in the carriage of a gelatin duplicat r where 
it lies face down on a flat gelatin surface. Within second 


the dye dissolve and transferred to the qelatir. The 
master pulled off. The machine carriage places copy 
heets in contact with the gelatin, where they pick up suf 
ficient dye to emerge as legible duplicates. Authoritie 
agree that the maximum number of copies possible with 
yelatin is about 150. In about 24 hours, the same gelatin 
an be re-used, since by that time any remaining dye wil 
have sunk into the body of the gelatin and will no lonaer 


print. 

The above proce known as the ‘flat bed 
Also available are “rotary'’’ gelatin duplicators, in which a 
xelatin film is attached to a revolving cylinder that deliver 
the impression sheet automatically. With the gelatin process, 
as many as eight colors can be printed in one operation. 


Columbia Ribbon & Carbon Mfg. Co., Inc., offers what 
it terms “an inexpensive, sinusple machine that utilizes a gela- 
tin roll to duplicate hectograph masters.” Catalogued as 
Columbia model 1, the machine is said to be “durable and 
efficient” in straight run duplicating, as well as for some 
specialized types of systems work “in which perfect regis- 
tration is of prime importance.” 

In the model 1, a gelatin strip that 1; wound around a 
spindle is unrolled across the master copy which has been 
placed in the flat bed of the machine. After a few seconds’ 
contact, the strip is ready for duplication 

The machine retails for $28, complete with a paper feeding 
device, a sponge, a bottle of purple hectograph ink, and an 
instruction book. Gelatin rolls cost $4.41 each. Columbia 
rolls are long enough to accommodate 5 consecutive 8% x 11 
inch masters. According to the manufacturer, each roll may 
be used for approximately 20,000 to 50,000 copies, “depending 
upon conditions of usage and care.” 


method 


Vivid Systems division of L. C. Smith & Corona Type 
writers Inc., makes a “high-volume” flat bed gelatin machine 
called the Vivid Conveyor duplicator. Designed primarily 
for applications in which a number of masters are duplicated 
daily, the unit features a built-in conveyor mechanism that 
retains a full day’s supply of gelatin rolls. Each roll is auto- 
matically moved into and out of operating position by a one- 
third turn of the conveyor control handle. 

A second built-in device applies moisture directly to the 
surface of the gelatin, thus eliminating the need for hand 
sponging. In the Vivid, the maker asserts, the rolls are se- 

(To paue 50) 


Duplicopy Co. has recently introduced its model A-44 
duplicator with “magic fluid flow” 


March, 1955 
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MODERN” CABINET fe 
i 
ED secret vault! 4 


Just right for the small office. A filing cabinet, 


a storage cabinet and a concealed secret vault a 
all in one. The latest design in office cabinets. i 
Contains four ball-bearing letter files plus three va 
adjustable storage compartments under lock Ps 
and key. Only YOU know the combination of ay 
the secret vault. Will pay for itself by preventing 

petty pilferage. 5112’' high, 3012’ wide, 17% we 


deep. Olive green or Cole gray baked enamel 


finish. 


No. 990 LETTER SIZE $725° 


No. 1090 LEGAL SIZE 52'.” 


With legal size instead of letter size drawers 


high, 33'2 wide, 17” deep 


$82.50 


No. 991— Similar to above 
No. 990 but with two dou- 


ble index drawers added, 


replacing the top letter file 


drawer. Index drawers are 


designed for 3x5 or 4x6 


ae Above cabinets with plunger-type lock 
— that automatically locks all drawers. 
$8.50 additional 


cards (6400 capacity). 


Can also be used for can- 


— i 
t= < The above cabinets in Grained Wal- 
celled checks................ $72.50 } 2 nut, Mahogany or Knotty Pine finish. 


$12.50 additional 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


STEEL EQUIPMENT COMPANY — ui 
285 Madison Arche ‘ Ney York 17, ‘Seed York 
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No. 
32 
42 
52 
62 


52 
47B 
53B 


No. C3353 3x5 $]Q00 


STEEL SANITARY BASES 


FOR TWO DRAWER UNITS 


Suggested Use Height Price 
for 3x5 cabinets 15” $10.00 
for 4x6 cabinets 1S” 10.00 
for 5x8 cabinets a 10.00 
for 6x9 cabinets | 10.00 


FOR THREE DRAWER UNITS 


for 3x5 cabinets 15” $10.00 
for 4x6 cabinets 15'2” 12.00 
for 5x8 cabinets 1658 14.00 
for 6x9 cabinets 1158” 14.00 


COLE 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 


No. C3352 3x5 $630 


Units on this page are designed for card record systems for use on desks. 
Also can be stacked in multiple units. Those on opposite page are for leases, 
contracts, insurance policies and other “higher than wide” office forms. Con- 
structed of top grade steel, electrically welded. Rubber feet are provided, 
can be easily removed for stacking purposes. Bail drawer suspension prevents 
accidental withdrawal from cabinet. New spring compressors for added record 
protection. Olive green or Cole gray baked enamel finish. 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS 


Shipping 

Card wt. 
No. Size Capacity Width Height Depth Price Packed Per Ctn. 
C335 3x5 1600 cards 6%” SH” 16” $3.60 6's 35 lbs. 
C346 4x6 1600 cards Th” 66%" = 16" 4.20 6's AO Ibs. 
C358 5x8 1600 cards 958" 7%" 16” 5.40 3's 28 Ibs. 


1600 cards 1058 88 16% 


8.40 2's 23 Ibs. 


TWO DRAWER UNITS 
C3352 3x5 3200 cards 1234 5% 16” $6.30 2's 19 Ibs. 
C3462 4x6 3200cards 1434" 6% 16" 7.20 2's 25 Ibs. 
C3582 5x8 3200cards 1834" 7%" 16" 9.60 2's 32 Ibs. 
3200 cards 2094 8's 16” 12.00 


THREE DRAWER UNITS 


Shpg. C3353 3x5 4800 cards 1834" 5%’ 16" $12.00 I's 19 Ibs. 
Weight C3463 4x6 4800 cards 2134" 6%" 16" 15.00 l's 22 Ibs. 
11 Ibs. C3583 5x8 4800cards 2734 7%" 16” 18.00 1's 27 Ibs. 
a C3693 6x9 4800 cards 30% 8%” 16% 25.00 1's 32 Ibs. 
12 Ibs. 

LOCKS: Cabinets equipped with lock and key add $2.10 per drawer. 
12 Ibs. RODS: Cobinets equipped with rods for punched index cards add $3.00 per drawer. 
16 Ibs. 
17 Ibs. WALNUT OR MAHOGANY FINISH add $6.00 for 1 drawer units, $8.00 for 2 drawer, 
18 Ibs. $10.00 for 3 drawer. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


STIEEL te eae COMPANY © 
285 Madison Avenue, | New York 17, N. Y.- 
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No. C3642 6x4 $]440 


No. C3364 6x4 $2Q00 


“HIGHER THAN WIDE” CABINETS 


ONE DRAWER UNITS Shipping 

Card wt. 
No. Size Capacity Width Height Depth Price Packed Per Ctn. 
C364 6x4 1600 cards 5%" 8 16" $8.40 I's 9 Ibs. 
C385 8x5 1600 cards 658" 10” 16% 12.00 I‘s 12 Ibs. 
C396 9x6 1600 cards 7m”6hCUM™SsT'6” 14.40 I's 13 Ibs. 


TWO DRAWER UNITS 
C3642 6x4 3200 cards 1234" 8" 816" $14.40 1's 15 Ibs. 
C3852 8x5 3200 cards 12%" 10° 16° 16.20 l‘s 18 Ibs. 

3200 cards 1434 11% 16” 19.20 1's 23 Ibs. 


THREE DRAWER UNITS 
C3364 6x4 4800 cards 1434" eS 2 $20.00 1's 22 Ibs. STEEL SANITARY 
C3385 8x5 4800 cards 1834. 10” 16” 24.00 1's 26 lbs. BASES 

C3396 9x6 4800 cards 21%" <1" #16” 30.00 1's 


33 Ibs. FOR TWO DRAWER UNITS 


Shpg. 

DOCUMENT FILE No. Suggested Use Height Price Weight 

Shippin 32 = for 6x4 cabinets 15° $10.00 11 Ibs 

THREE DRAWER UNIT ~~ ’ 32. ~=for 8x5 cabinets 15” 10.00 11 Ibs 

No. For Forms Capacity Width Height Depth Price Packed Per Ctn. 42 for 9x6 cabinets 15” 10.00 12 Ibs 

C3105 10%2’x5" 1000 leases 1834 12%2'° 16% $19.95 1's 32 Ibs. FOR THREE DRAWER UNITS 
42 = for 6x4 cabinets 15” $10.00 12 Ibs 
LOCKS: Cabinets equipped with lock and key add $2.10 per drawer. 52 for 8x5 cabinets 15” 10.00 12 Ibs 
é et 

RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 478 for 9x6 cabinets 15% 12.00 14 tbs. 

WALNUT OR MAHOGANY FINISH add $6.00 for 1 drawer units, $8.00 for 2 drawer, FOR THREE DRAWER DOCUMENT UNIT 


$10.00 for 3 drawer. 52 for 10'ax5 cabinets 15” $10.00 12 Ibs 


SEND FOR COLE’S LATEST 1953 CATALOG 


COLE STEEL EQUIPMENT. COMPANY 
: - Madison Avenue, ee New York 7, NS 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cast Prontos 
hard to find, collect dust and ina jiffy . .. Stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files $36 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
steel on the shell and the four corners of the drawers as well. 
They cost no more than ordinary files! Can be interlocked into 
solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 
LETTER SIZE $ 35 5 last a lifetime. 


=< pronto 
CHECK size °24° 


bity Niger te "tenes STORAGE FILES | 


FOLLOW 
BLOCKS 
0 ¢ ADDITIONAL 

Made for any size file 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. 
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Manufacturers 


DIAZO DUPLICATORS 
Charles Bruning Co. 
4700 Montrose Ave., Chicag 
Ozalid Div., General Aniline & Film Corp. 
Ans Rd., Johnson City, N. Y. 
Paragon-Revolute Corp. 
17 South Ave., Rochester, N. Y 
C. F. Pease Co. 
260! Irving Park Rd., Chicaa 


GELATIN DUPLICATORS 
Beck Duplicator Corp. 
18 W. 18th St., New York 
Columbia Ribbon & Carbon Mfg. Co. Inc. 
170 Herb Hill Rd., Glen Cove, N. Y 
Ditto Inc. 
2243 W. Harrison St., Chicaac 
Hectographia Corp. 
110 W. 17th St., New York 
Heyer Corp. 
1850 S. Kostner Ave., Chicago 
Systems Inc., Div. of L. C. Smith & Corona 
Typewriters Inc. 
Syracuse, N. Y 


LIQUID PROCESS DUPLICATORS 
American Photocopy Equipment Co. 

2849 N. Clark St., Chicago 
Copy-Plus Inc. 

2817 W. Carmen Ave., Milwaukee 
A. B. Dick Co. 

5700 Touhy Ave., Chicag 
Ditto Inc. 

2243 W. Harrison St. Chicag 
Duplicopy Inc. 

224 W. Illinois St.. Chicaac 
Old Town Corp. 

750 Pacific St., Brooklyn, N. Y 
Rex-O-Graph Inc. 

7840 W. Hicks St., Milwaukee 
Rex-Rotary Distributing Co. 

19 W. 31st St.. New York 
Standard Duplicating Machine Corp. 

1935 Revere Beach Pkwy Everett, Mass. 
Wolber Duplicator & Supply Co. 

20! Cortland St., Chicag 

(To page 70) 


Addenda 


Pitney-Bowes Inc. was inadvertently 
omitted from the January “Equipment 
Round-Up" feature covering check 


devices. The firm offers an automatic 
ounting and imprinting machine called 


the Tickometer, which is said to count 
checks, currency, sales slips, invoices, 
tags, or “almost any paper item” at 
rates of 500 to 1,000 per minute. Pit 


nev-Bowes points out that this is cight 
to ten times faster than checks, mone, 
and the lke can be hand-counted by 
experienced personnel. Tickometer 1- 
rented, not sold he company's head 
offices are located at 2953 Pacific St., 


Stamford, Conn 


March, 1953 


New in design for new ease of 
operation 

Everybody can run it. 
Instructions are always in view. 
All controls are clearly marked. 
Gone are the hit-and-miss—trial- 


OFFICE 


and-error starts. 
Everybody ean run it. 


Executives. secretaries, juniors — 
people who had never used a 
duplicator of any kind before— 
| were tested, Seven out of eight 
produced clear, sharp copies in 


What's New in Modern 
Mimeographing 


| pon for a free booklet) | ponandlearn why exclu- coupon to your letterhead 

| about MODERN.) mim- sive multiple coatings Add your name and mail 

> to A. B. Dick Company, 

eographing. A. B. Dick — shield A. B. Dick direct 5700 Touhy Avenue, 
im } Juct image masters from Citleage 3t, Stinate 

-Oograp yroducts age asters , 2 

—— ay ee a ‘S . 1 Information about 

are for use with all erasure smudge—give the new A. B. Dick spirit 

k . " | é ” | 1 _— free duplicator 2 Infor- 

| makes of suitable stenei you detection-Iree cor- mation about MODERN 

duplicating products. rections. mimeographing. 3 In- 


For full information check No. | when 


What's New in Offset 
Duplicating 
Check No. 2 on the cou- Check No. 3 on the céu- 


NEW-the A. B. DICK 
Spirit Duplicator 


less than five minutes .. . copies 
in any or all of five colors... 
copies in surprising quantities 
from each master. 


Everybody can run it. 


And you can count on this ma- 
chine for years of sure. positive 
operation. [It is quality construe- 
tion throughout. For example, 
there is the paper feed adapted 
from a patented, user-proved 
A. B. Dick mimeograph feed. It’s 
accurate, it’s fast—and it’s de- 
pendable. 


you mail the coupon, 


COUPON OM-353-S 
Just check in spaces be- 
low for information with- 
out obligation. Clip this 


formation about A. B 
Dick direct image mas- 
ters for offset duplicators 
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Tools of the Office 


Model 70, part of Heyer Corp.’s Conquerer 
line. The machine retails for $185 complete 


Hectographia Corp., offers its new model AF-51 liquid 
process duplicator which “reproduces anything typed, writ- 
ten, drawn or printed on one master in as many as five 
colors, all at one time.” Copies can be made cleanly and 
quickly at the rate of 100 per minute, Hectographia says: 
“Up to 500 sharp copies can be made from one master.” 
Features of the AF-51 include automatic liquid feed, adjust- 
able pressure control, and an output mechanism that pro- 
duces one copy for each turn of the cylinder. 

The new machine is designed to print papers ranging from 
postcard size up to full 8!'2 x 14 inch dimensions. Cost: 
$129.50 plus Federal excise tax. 


Heyer Corp. manufactures as part of its Conqueror line 
the model 70 spirit duplicator illustrated here. According to 
Heyer, this machine has eight features “never before com- 
bined in any machine in its price class.” These features are: 
1) \ fluid supply that is visible when filling the machine, as 
weli as when it is operating. 2) Adjustable pressure controls. 
3) A master clamp, “calibrated for easy centering of any 
size paper.” 4) A raise-and-lower control that “allows oper- 
ator to center copy instantly.” 5) A three-figure re-set coun- 
ter. 6) “Dead roller” design which is said to assure perfect 
registration. 7) Large capacity rotary feed which, Heyer 
claims, “has twice the paper capacity of most machines.” 8) 
Compact, modern design styled by Jean Reinecke. 

Model 70 is priced at $185 complete. 

Heyer also offers what it calls a “Dupli-Kit,” a portable 
addresser which, together with accessory material, sells for 
$19.90. 


Master Addresser Co. markets a portable spirit duplicator 
which prints material from postcard size up to 8'2 x 11 
inches, in as many as five colors at a time. Weighing 12 
pounds, the unit is equipped with a carrying case similar to 
those used for portable typewriters. “Printing is accom- 


Rex-O-Graph Ine.’s model € 
Crestline spirit duplicator 


@ Any reader wishing additional 
information about items listed here 
is invited to address his inquiry to 
Service Dept., Office Management 
and Equipment, 212 Fifth Ave., 
New York. Or, more directly, the 
reader may query manufacturers 
themselves. A listing of each firm’s 
home office address begins on the 
next page. 

@ Next month’s “Equipment 
Round-Up” features a comprehen- 
sive summary of fans, air circula- 
tors, air conditioning units, and 
water coolers. Watch for it! 


Wolber Duplicator & Supply 
Co.’s model L45-2 ‘Copy-Rite’ 


plished by the same process employed in larger, more ex- 
pensive spirit duplicators,” the maker says. 

Manufactured specifically for offices whose duplication 
workload is modest, the model 25 Master portable retails for 
$32.50, complete with supplies. It is finished in hammered 
baked enamel and features oil-less bronze bearings. 


Old Town Corp. offers the model 9i- Copymaker (illus- 
trated), an electric machine with a printing area measuring 
9 x 17 inches. Among Copymaker’s features, as listed by 
its manufacturers, are: 1) its automatic operation (“all the 
operator has to do is load paper, set dial, and switch on 
current—the machine does the rest”), 2) its single sheet 
feeding mechanism (“a patented sheet separator eliminates 
the usual costly copy paper waste of double or triple feed- 
ing’), 3) its fluid capacity (“thousands and thousands of 
copies are assured without refilling”), 4) fluid economy 
(“a new automatic pump drives the fluid through an ‘econ 
omizer’ into the moistening device, thus preventing excess 
feeding and evaporation”), 5) “lifetime” sealed-bearing 
lubrication, 6) speed, 7) simple operation, 8) copy strength 
control. 


Rex-O-Graph Inc. has introduced as part of its Crest line 
the model C spirit duplicator seen below. Designed for 
“fast and accurate copymaking at low cost” (as Rex-O- 
Graph puts it), the model C lists among its features an auto- 
matic paper-centering device, an automatic paper feed 
mechanism, a_ three-digit re-set counter, and a “quick- 
change” master guide and clamp. 

According to the makers, the new machine affords “hair- 
line” registration, and can accommodate all weights of paper 
from air mail tissue to card stock. It can handle paper up 
to 9 x 14 inches. Anything typed, written, or drawn can be 
copied in as many as five colors from one master, Rex-O- 
Graph says (To page 54) 


Master Addressor Co.'s 
portable spirit duplicator 
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-TRANSCOPY 


Portable... 
Simple to operate... 
Inexpensive to use 


Transcopy is your answer to improved photocopying with- 
out time-consuming processing operations. This latest 
Remington Rand development gives you, in seconds, a 
finished, photo-exact, positive copy of any office record 
regardless of type or color. Originals can be up to 14” wide 
in any length. Anyone on your office staff can do the job 
without previous photographic experience. Portagraph 
Transcopy operates anywhere in your office whenever 
photocopying is needed —a companion unit for your 
Portagraph or any other properly designed contact printer. 


NO CHEMICAL TRAYS « NO WET HANDS 
NO PRINT WASHING ¢ NO DARKROOM 
NO PRINT DRYING ¢ NO WASTE SPACE 
NO COSTLY INSTALLATION CHARGES 

NO FUMES OR ODORS 

SIMPLE © CLEAN e EFFICIENT 


we Se ee 
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” ‘Transeopy 
akes photocopying 
_ @ pleasure 
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Here’s How Transcopy Works 


Place the record to be copied face to face with a sheet of 
Transcopy negative paper and expose. Remove them from 
the printer and place the exposed negative paper with a 
sheet of Transcopy positive paper in the front slots of the 
Portagraph Transcopy unit. In about ten seconds, these two 
sheets will emerge from the rear slot of the Transcopy, in 
contact with each other. When separated, you have a perfect 
positive copy ready for immediate use. 
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GET THE FULL STORY ON TRANSCOPY 


Remington. Fland. 


Room 1753 315 Fourth Ave., New York 10, N.Y. 


Gentlemen: 

I want to know more about the savings in photocopy time 
possible with Portagraph Transcopy. Please send me, with- 
out obligation, free booklet P-334 describing in greater detail 
this great new unit. 
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Tools of the Office 


Ditto Inc.’s model 14-D-45 


A. B. Deik Co.’s model 220, Standard Duplicating Old Town Corp. makes the 
liquid process duplicator 


its first liquid duplicator Machine's Coronet model 9 E Copymaker 


curely bolted to the conveyor mechanism, and are protected 
at all times. They are not handled directly, cannot be 
dropped, nor can articles be dropped on them, the manufac- 
turers point out. Each roll is used in proper sequence. 

Several models are currently available, among them the 
model 1418-C, with a 14 x 18 inch capacity: model 1824-C, 
with a 18 x 24 inch capacity, and model 1832-C. with a 
capacity of 18 x 32 inches. All are available in 10-, 14-, 20-. 
and 30-roll sizes. 


Liquid 


Th trequently reterrea t¢ as the pirit or "fluid 
method, and sometimes (though incorrectly) as the “hect 
yrapn process. Master copies for liquid process duplication 


are prepared by placing a piece of high-finish coated paper 
ver @ special analine-dyed carbon sheet, then typing or 


the paper, or drawing on it with a pencil or stylu A 
mpre ns are made n the front of this master 
aye trom tne arb c ked re) r back + + mme 
ditely behind the impre "i then placed 
with its reverse side [that c n the rotat 
ng drun t @ liquid duplicat heets are a 
to the dur ator, they are moistened shtly with an a 
solvent. Drawn under the drum, they ninct she. imac 
heet, where their damone enables ther pick c 7 
rar ayer of Oye th way, each sheet remove 
2 fractior + +} printing agent ded r t T 
ax ber of that ect - 4 
then mited. Most duplicating t t agree tha 
betwee 306 nd 400 f a 3 
or Mm ver Wr Vy + aVvailiat Yr + 
P ++ most + Jed 


A. .B. Dick Co. announced recently the 
spirit duplicator catalogued as model 220. The move re pre 
sented this firm’s first venture into the field 
plicating equipment 

Model 220 is a hand operated mac] 


introduction of a 
a liquid du 
rite designed. saves Dick, 


Hectographia Corp... new model AF-51 liquid process. 
duplicator can print in five colors. 


“fool proof magic fluid flow,” a right-hand turn 


OFFICE MANAGEMENT AND EQUIPMENT 


“to take fullest advantage of the basic simplicity of the 
spirit process. Two unique features contributing to this end 
are the gravity-feed air-lock moistening system, which elim- 
inates pumping and priming and prevents flooding of mas- 
ters, and the easy-to-follow step-by-step instructions which 
are permanently affixed to the receiving tray.” Concludes 
the manufacturers: “Anyone can master this machine and 
turn out bright, clear copies of anything typed, written, or 
drawn, in a matter of seconds.” 

The new unit will duplicate in up to five colors simulta 
neously, on paper ranging from 17, x 4 inches to 9 x 14 
inches, and on substance weights from 20 pounds to card 
stock. It is tinished in hammered grey with maroon trim, 
weighs approximately 37 pounds, and measures 10 x 18% x 
30'2 inches, including receiving tray and crank. The feed 
table has a capacity of 225 sheets and a scale for accurate 
paper positioning. The machine’s removable plastic fluid 
tank is designed to hold about one quart. 


Ditto Inc. offers a liquid process duplicator, the model 14 
D-45, which is designed to accommodate paper or card stock 
up to 14x 15". inches, at the rate of 100 copies per minute 
Che operator can tend to the machine “from a comfortabls 
seated position,” Ditto says. Fully automatic, the unit comes 
to a silent stop by means of a separately patented clute! 
when the run is completed, 

Model 14-D-45 copies anything written, drawn, or typed 
onto the master through special Ditto direct process car 
bons. If the original is prepared in as many as four different 
colors, the firm says, the machine will run all four colors it 
i single operation. 

Master copies are “good for 300 to 500 ¢ opies,” or suiatble 
ir fling and re-use if fewer copies are run. “For business 
systems, this makes possible the repeated use of the master, 
over and over again until the ink on it is exhausted,” Ditto 
explains. “The same original may be used, for example, i1 
two or more offices or cities. Information may be accumu 
lated, as in the case of comparative or progressive report: 
and copied in whole or in part as needed.” 

Che machine is finished in grey hammertone with stain 
less steel parts, and is available with either hand or auto 
matic teed. Ditto reports delivery is immediate. It is priced at 
$998 for hand feed, $1,048 for automatic feed. Federal excise 
tax is additional. 


Duplicopy Co. has newly introduced its model A-44 dupli 
cator. This latest of the firm’s machines features a patent 
ed automatic feeding device s 


aid to assure the printing of 
up to 125 copies per minute. Also featured are paper guides 
which position sheets “square” with the feeding rollers to 
prevent askew impressions, wrinkled paper, or “under runs.” 

In addition, the machine includes what Duplicopy term: 


operation, 


and “finger flip” pressure contro!s which regulate the dark 


ness of 


WN pre 
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Get Figures Out Faster, Save Real Money! 


PREPARE YOUR ACCOUNTING REPORTS 
WITH OZALID! 


See How OZALID Can Help Issue Your Cumulative 
Accounting Reports Sooner and at Much Lower Cost! 


FIRST month's figures are posted on a 
translucent form. The required number of 

Ozalid copies are run off, and the thin, 
space-saving original form filed away. 


SECOND month's figures are posted 
in the next column, and the Ozalid copies 
run off. Only current figures are handled 

each month to bring report up to date! 


THIRD and succeeding months’ figures 
are entered, and the Ozalid copies 
run off as needed —with each 


month's figures as clear 
as the first! 


. 
The streamlined desk top\\ 
Ozamatic makes copies \ 
up to 16° wide for account- 
ing reports, invoices, pur- 
chase orders and other ~ 
business forms from ordinary SS 
translucent originals. First 
copies are available in seconds, ; 
or up to 1,000 letter-size copies » 


per hour at a cost of about |! 2¢ each. oe Oz i 

Send the coupon for full details, Ye Genera? Depy. es — 

or call the Ozalid distributor listed in Johnson Ce, e & Film ¢ 

the classified section of your phone book | mai men: p Y orp 

under Duplicating Equipment and Supplies. Mac Mee” tb = remy me full j, 
Nome a ee Ozamat;. | 


| Compan, } 
Position 


wore OZ ALID.E 
COSTS .. . USE BMP nest Anvticy 
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. “*#e “1 . ~ . \ccoun a] Genera) 
Johnson City, N. ¥Y. A Division of General Aniline & Film Corporation Sens — Ung , 
“From Research to Reality” — om 
Ozalid in Canada— Hughes Owens Co., Ltd., Montreal i wal 
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Tools of the 


unit capable of conversion to letterpress 


a duplicator with models in several price ranges. Prices, 
which start at $339 and go as high as $717, are determined 
in part by the model purchased, in part by the buyer's 
geographical location. 

According to the manufacturers, the machine makes “uni 
formly bright and legible” 


copies in as many as four colors, 
and can accommodate different weights of paper and card 
stock. It produces 80 copies per minute. “Its engineering 
features include noteworthy improvements such as the two 
quart capacity tank with visible troubleproof gauge,” 
ard asserts, “and a silent action friction 


Stand- 

‘one clutch for ele 

tric operation, which permits intermittent or continuous 

drum motion from the same control lever.” Another of the 

machine's features is its streamlined styling. Rounded sick 

wall shrouds are finished in an attractive grey leather-pat 
called Boltaron 


terned plastic 


pound. 


a tough, pliable vinyl con 


Wolber Duplicator & Supply Co. recently introduced th 


model L45-2 to its Copy-Rite line as a replacement for the 
old model L-45. “All the desirable features of the L-45 have 
been retained,” Wolber says, “while new ones have beet 


added.” Some of the new Copy-Rite features include: more 


Hexibility in the side guides, better copy delivery, an improv 


ed automatic master lock and release, and a more strean 


lined appearance, 

When pressure between impression roller and drum is 
released, the manufacturers point out, the three moistening 
rollers, as well as the lower pickup roller, are also released 
so that no roller is in contact with any other. “This wil 
eliminate tlat spots on rollers, which always were a source of 
difficulty in the past,” Wolber explains. 

\ll Copy Rite models the L 45-2 (illustrated), th 


ope rated L-47 and L 50M, and the electric EL-4 


shipped promptly, the 


( hand 
mmMpany says 


American Photocopy Equipment Co.’s 
all-electric *Auto-Stat’ duplicator 


Davidson Corp.'s model 251 ‘Dual,’ an offset 


Standard Duplicating Machines Corp. offers the Coronet, 
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Addressograph-Multigraph Corp.’s 
model 1260 Multilith duplicator 


T tt duplicat metnod 3 aled-down version of 
+ printing or s long familiar to ¢ publishing industry 
A {f- the + requently referr 5 
t aithou tr actua 3 trade name 
Multiagraph Corp. 
> aa j ai sre today most off 
mad t pap past that a: n sf 5] treated 
t ac? 314 wit the lon ar «6p 4] law 
that nd wat j t mix. The paper designed 
tens aint ; + mn “ughit aie + " 
¢ r 1 4 ture + can be prepared 
juct k any writing dra } mea 
ty pen r 1 mor ntly, xeroarar 
T os mact+ atts 1 + the ¢ + + 3 
j $ ee eee Ae €h nder rotate 
+ : moist 1, then placed tact with a 


. ma » | whit 
sreas—v satatn + + + L 37 ‘ j 
é r k j-and + 
L + ynst SS T nd 
>| t ) ] or sted dru 
+ +, printing it 
+ a 
T 3 der ther words of 
5 . ye $ fest cylinder 
t . t k Jenta 3 t ally 
j best r t 
ffi t } 3 accept photographically 
j sctar + + mM tarr ar ‘7. commer. 
: feat work Th knowr . tha indirect" method, 
: 4 t , t'' method described above. There 
sre or mitatian mn the feet process 


Addressograph-Multigraph Corp. manufactures the model 
1260 Multilith duplicator (illustrated) which it describes as 
an “efficient and versatile offset machine for the production 
of copies in departmental and interdepartmental paperwork 
operations.” The unit features a special “multi-master” 
cylinder said to simplify the duplication of additional 
masters during the original run, thus perpetuating the master 
record. “Reports, records, and production papers may be 
produced from all types of individually tailored Multilith 
masters,” Addressograph-Multigraph says. “Information 
can be added, deleted, or substituted both during or between 
runs,” 

The machine will accommodate paper sizes ranging from 
214 x 2'4 inches up to 11 x 17 inches. Image area extends 
to 934 x 13 inches. Model 1260 can be equipped with a two- 
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Tools of the Office 


OFFICE DUPLICATION METHODS — HOW THEY COMPARE 


Number of Copies 3 
Range of Printi Speed Kind of Material ne 
Recommended Number 9 ing P ‘'¥ 
Method Range Possible Dimensions Range Reproduced Remarks x, 
1-30 feet Cannot enlarge, reduce a 
Standard models: 42” | per second | Correspondence, reprints, Copy must be on translucent Sule 
Diazo 1-50 Any x any (Average: blank forms, illustra- paper sim 
Large (or special) mod- | 14-16 feet tions, colored copy Will reproduce black, blue, red 
els: 54” x any per second) Prints on white paper, transpar- ‘ 
ent paper, film, cloth, etc. ha hod 
bi 
Handfed operation only 
Flatbed models: card Portions of master can be easily 
size to 22” x 34” To 75 per Anything typed, written, masked out , 
Gelatin 10-100 125 Rotary models: card minute or drawn on hecto- Brightness decreases progres- 1 
size to 14” x 18” graph master sively i 
Gelatin can be re-used ry 
Will duplicate eight colors ey 
Quality of copies depends on iB 
Tags, Postcards, etc., | 75-110 per Anything typed, written, master paper, reprint paper, 
Liquid 10-400 To 500 to 14° x 17 minute or drawn on special amount of dye 
master Mosters can be filed PS 
Will duplicate eight colors ‘ na 
t > om 
" , e Correspondence, illustra- A high-quality professional proc- ence 
Offset 50-Any* Any* 3% x S'_ 0 17 5,000 per tions, charts, blanks, ess adapted for office work 
x 20 hour forms with fill-ins, re- Copies may be enlarged, reduced ey 
prints, colored copy “ 
Many sizes (depend- Some models enlarge, reduce 
ing upon make): 20-50 Correspondence, reprints, Most make exact-size copies 
Photocopy 1-25 Any 8% x N P 14 x seconds charts, illustrations, col- Originals should be translucent 
7 Ww sl a per copy ored copy Produces negative copy first, pos- Fe 
Special makes: 24° x itive as a second step . 
48°,36 x 48 : 
~§ 
; Tags, labels, cards, 60-250 Anything typed on stencil, Stencils can be prepared by the 3 
Stencil 50-5,000 5,000 etc. to 14° x 20 per minute or written or drawn facsimile process ee 
with stylus 
Thermo- 8%" x 11” to BY” 4 per Correspondence, reprints, Will take opaque or translucent 
Fax 1-10 Any x 3@° minute and forms on white originals 
paper 
Xero- 24-30 Correspondence, reprints, Can be used to prepare plates 
h 1- Any** Any** To 16” x 22” per hour and charts on white or for offset 
graphy colored paper Prints in black only 
*Masters wear out after about 25,000 impressions, but new ones can be made from old ones. In this way, material can be duplicated indefinitely “49 
ae 
**Any amount is possible when used with offset. : ee 
Jor inking attachment for two-color duplication. Anothe: Ph t 
ttachment permits copies to be slit or pertorated as they 0 ocopy : 
re imprinted. “Convenient controls, electric drive, and ex ; ee ee 7 ee al wick 
tremely simple operation make full scale production possibl ' prod exact eit Ae tea his icles - 
only a tew hours of instruction,” manufacturers say I ¢ pat / ct ow pie 
\ddressograph-Multigraph last month introduced another material, and t af to enlarge redu dur b’ 
lultilith duplicator—the model 81. This machine features 3 "es 
“simtlo” control, seated operation, and greater speed. De- dig Msg ne 76 «type (again, generally speaking ‘ : 
ery on both models is immediate, the firm reports. Pe eee: epee ND: Ss TO. OY rigine! and “i 
pnoto-par aced tace | 
Davidson Corp. offers the model 251 “Davidson Dual,” Fane eu Ae 
ffiset machine ¢ ipable of beine converted to letterpress Printing unit of Remington Rand Ine."s = a 
rk. The unit can print from paper plates, metal offset *Transcopy’ photocopy system 


lates, rubber plates, electrotypes, linotype slugs, and will : 


imber, perforate, or emboss. 


“The Davidson Dual is simple to operate,” the manufac- 


ers assert. “Well designed ink and dampening mechan- 

-m, and a simple pressure regulator eliminate frequent 

adjustments. The continuous chain gripper and precision- 

built all metal teed roll device insure accurate register.” : 
he machine may be equipped with a variable speed drive 
it permits instant speed changes—from 2,500 to 6,000 


impressions an hour. The press takes a 10 x 14 inch sheet 
d delivers a 934 x 13 inch printed area. Delivery takes 
ipproximately 30 days. 
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Tools of the Office 


tor then simpy peels the two sheets apart 
tive reproduction of the original.” 

\ccording to the makers, the copier can produce a mini- 
mum of 100 duplicates per hour. It will accommodate mate- 
rial up to 11 x 17 inches. Designed for desk-top use, Auto- 
Stat measures 5 x & x 21 inches. Housed in a stainless steel 
case, the internal mechanisms are driven by an A.C. motor, 
although they can be equipped for D.C. operation at addi 
tional 


-and has a post- 


cost. 


General Photo Products Co. markets a machine called 
“Lexact-Phote-Copy,” which is designed to produce dupli 
cates in a two-step process that requires no washing, fixing, 
drying, or darkroom facilities. It copies anything typed, 
written, printed, or drawn, the firm explains. Duplicates 
made with the machine are error-free and legally acceptab'te. 

“Exact-Phote-Copy is so simple to use that any office boy 
or girl can operate it,” General Photo Products says. “All 
you do is plug it into any electric outlet, and turn the switch 
Next, take the form to be duplicated and insert it into the 
machine with a sheet of negative paper. In about cight 
seconds the two sheets will re-appear. Vull the sheets apart, 
and re-insert the negative with a sheet of transfer paper. In 
about ten seconds this copy will have been processed, and 


Haloid Co.'s model C *Foto-Flo” photocopier 
can reproduce duplicates up to 18 x. 24 inehe- 


11 > ‘roe - ; . . her . »@!] 
he Geena Tlie area on the onsinel ‘block. tu ah will emerge from the unit. Wait another ten seconds, peel 
; ; 
keepina those area i on. th aative dunlicah T} the two sheets apart, and vou will have a dry, positive copy 
7 method, ob y nly effective if the origina made of the original.” 
f sufficiently tran nt pape and + é of Phe machine is designed to reproduce duplex copies as 
blank} 2.. This mathod ck 


te econ rs well—that is, copies of original material that has writing on 
ae ee nc r F er both sides. 


- oY rou on paper. | > Haloid Co., in describing its model C “Foto-Flo” photo- 
# white port oF nthe riagina and aaain nit ne er copter, observes “every kind ot business to lay is Ww rap pre d 
! : cena gg and ae leanne eons Sandstone. cP up in a maze of paper work. Extra copies are always wanted 
ee ai dt gerade ig ny pe bela? ie ke Sora teach quickly, copies of letters, contracts, payrolls, personnel rec- 
ier r “aero ‘4 : + es gprs sn tia dd rds, charts, sales reports, engineering drawings, advertise 
tonal stes fieedied to oroduce @.“Koht-seedina’ castine ments, magazine clippings, income tax forms, and other 
The second. or “lens type” ochotocopie seas daticcel ls vovernment reports. With a Foto-Flo photo-copying ma 
‘a jood pying cameras. +t sh the differ from + smera chine, any number of copies can be made—as many as tive 
their use of sensitized paper rather than film, and in ihe per minute in any size up to 18 x 24 inches. Foto-Flo deliv- 
mployment of @ prism arrangement which insures that tt ers an exact photographic copy that is error-proof.” 
he hci f Bese Di ; stn Me A mst < ie soaedl re he ettette Foto-Flo ope rates in daylight; no darkroom 1s needed. 
ie bat -wrnce 2 RS ar eee ‘ieee ee J Controlled developing time, plus an automatic print convey 
tS ame of Photostat C Most tune a ear or are said to assure uniformity of prints. A developing-tank 
te a 1 snd enlarge me merely reduce Several make replenishing jar maintains the proper developer levei and 
; i sutomat Jeveloping and fixing units built into the streneth. Cost of the unit—tovether with such accessories 
* nit + require eparate darkr m fa $5 


is lights, dryer, print washer, and = trimmer—is approxi 
. ‘ mately $3,504 Yelivery is i iat 
American Photocopy Equipment ee ae ee OE nately $3,500. Delivery is immediate 


a : 1 x = ‘ 

i all-ele * i F Ce DAR he P ‘. : . 

bs ull lectric copying device that is said to duplicate originals Remington Rand Inc. has recent’y introduced Transcopy, 
ee vith - age < > vu mre y , 1 : ' } 

My v ithout the need for developing, fixing, washing, or drying i reproduction unit said to make tinished, photo-exact posi 
re No dark room is required to make photo-copies with the 


: 7 tive copies of any record, regardless of type or color. The 
Auto-Stat,” its manufacturers claim 
clear, black-and-white legally acceptable copies of any 


er ; bs Rand says. It may be plugged into any electric outlet 
original—in any olfice in normal light. ’ , 


“Anyone can produce 


machine does not require special installation, Remington 


Phe document to be copied is placed face to face with 


\ finished copy can be made in 


1 less than 30 s micls. tl . ’ x 
‘ ‘“ cconds, the a sheet of negative paper in the printer Phe exposed 
COMpany says, adding, In the simple two-step process of ie tl ‘ ; t] : t] 3 
. A negative is nen Nace in he machine with a= positive 
making an Auto-Stat duplicate, the original is first placed Tati : 


in the printer with Auto-Stat paper No. 1 
No. 1 is put back into the 


It emerges seconds later from the delivery slot. Thy 


rs : sheet. In about ten seconds the negative and positive will 
Then. sheet 


unit with \utostat paper No , 


vw expelled by the machine 


he positive is an exact duph 


ite of the original record. 
mera 


General Photo Products Co.'s *E Marr Duplicator Co.'s *Fleetwing’ stencil 

i “Is Ade UXact- ° . 

Ph ‘ a ee xuct unit mounted on motorized base 
ote-Copy” office duplicator 
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1953 model of Milo Harding Co.’s ‘Tempo 
Imperial’ electric stencil duplicator 


Stencil 


This is the oldest of all office duplication methods. Stencil 
sheets are made of special plastic, or of fibrous tissue 
treated with an ink resistant coating. Material to be dupli- 
cated is ‘cut’ on the stencil with a ribboniess typewriter 
or a sharp drawing instrument. As characters are typed, 
or lines ruled, the stencil’s outer covering is pushed aside 
exposing the inner porous material. The stencil is then 
pulled tightly around an inked cylinder on the duplicator. 
As the cylinder rotates and papers are passed beneath it, 
ink is forced through the stencil’s porous cuts, making im 
pressions on each sheet. Ink may be any color. 

Another method of preparing stencils, called facsimile 
utilizes a special machine having two synchronized revolving 
drums, and a photoelectric scanner ‘eye.’ Material to be 
reproduced is placed on one drum, a plastic stencil on the 
other. Whenever the scanner ‘'sees’ black as it travel 
the length of the first rotating drum, it activates an electri 
recording stylus to punch tiny holes in the stenci! on the 
second drum. When transmission is finished, a facsimile 
of the original materia! has been ‘cut onto the stencil; 
it is then ready for use. 

The word “Mimeograph” is a trade mark of A. B. Dick 
Co. In recent years, however, the term has become general. 

It is now used freely to refer to any stenci’ duplicator 
regardless of the manufacturer. 

Addo Machine Co., Inc. has introduced in this country the 
Roneo-Tronic stencil cutting machine, which, it says, 
makes it possible for the first time to print continuous tone 
pictures on stencil duplicators. The stencil cutter automatic- 
ally reproduces photographs or any printed matter on spe- 
cially coated stencil paper, which then, on a duplicator, re- 
produces the image in a white-grey-black color range. 

The stencil cutter will be available in the near future on a 


Addo Machine Co. Ine.’s 
*Roneo-Tronic’ stencil cutter 


Times Facsimile Corp.’- 
*Stenafax’ unit 


Tools of the Office 


Speed-O-Print Corp.'s model 200 


‘Liberator’ rotary stencil duplicator 


rental basis, it has been announced. At this time, stencil 
cutting service with the new machine is available at a cost 
of $2.75 per processed stencil; each stencil can take a pic- 
ture or paste-up up to 77s inches wide, and 12!. 


inches high. 


A. B. Dick Co. produces the model 445 mimeograph which 
it terms “almost entirely automatic in operation.” The 
machine, a high-speed heavy-duty table mode}, has a built- 
in electric drive, and can be regulated to operate at speeds 
of 60-110 and 110-180 copies per minute. Its feed table 
capacity is 500 sheets. 

The manufacturers recommend use of new quick drying 
inks with the machine, and point out that its quick-loading 
feed table, its finger-tip controls for vertical, lateral, and 
angular copy adjustments, and its copy stacker receiving 
tray all contribute to the operating speed of the unit. 


Gestetner Duplicating Corp. offers a line of stencil dupli- 
cators that print with a paste ink, rather than liquid ink, 
\ “tube” of ink, similar in appearance to a toothpaste tube. 
is clamped to the machine; ink is transferred from the 
tube to the printing area by a vacuum pump that can be 
controlled by the operator. If the left side of the stencil 
needs needs more inking, Gestetner explains, the operator 
can ink just that side without, in the process, over-inking 
the rest of the printing surface. “This easy inking feature,” 
the company says, “makes this machine the cleanest dupli- 
cator there is.” 

The firm offers two standard duplicators: model 130, 
a hand-operated unit selling for $350, and model 160, 
electric, which costs $540. Wide-area model 180 retails at 
$995. ( To page 58) 


Multistamp Co.'s card size 
hand stamp duplicator 
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of the Office 


Haloid Co.’s Xerox equipment. From the left: 
the fuser, the copier, and the camera 


Milo Harding Co. offers a new 1953 model of its Tempo 
electric stencil duplicator, in which, it says, major improve 
ments have been made in the paper feeding mechanism. The 
new Tempo Imperial’s Dual Feed Control is said to elimi 
nate any lint pick-up, assure single sheet feeding and hair 


line registration, because the feed rollers which push the 
paper from the feed tray to the inking cylinder now rest at 
the two outside edges of the paper. 

Che Imperial’s stainless steel cylinder permits use of the 
new high speed quick drying inks without cylinder deteriora 
tion, the manutacturer reports 


Marr Duplicator Co. offers the Fleetwing, which it terms 
the “lowest priced mimeo-duplicator on the market.” T! 
machine, which has a specially designed portable drive 
unit, is said to reproduce 5,000 sheets an hour, and can 
accommodate any size paper from 3 x 5 inches to 9 x 16 
\ new exclusive inking system keeps “both the job 
and thre operator clean.” 

Oth 


er features claimed for the Fleetwing are an automati 
ontinuous loader designed te 


prevent double feeding, and 
a counter which talhes only printed sheets. The machin 
iay also be purchased in a manual model, which is designed 
for immediate conversion to a motorized machine by ad 


lition of the company’s two-speed portable drive unit 


Mimeo Mfg. Co., specializing in duplicator supplies, re 
ports that its present line is being discontinued, and that a 
HW 


new, improved line of supphes will be offered early this year 


Multistamp Co. makes the “Form-Cut” stencil and Multi- 


stamp hand stamp duplicator, which permits stamping of 


rmation concerning lot, routing, weights, and final 
lestination, on each individual package of a consignment. 
Specific information for the consignment is filled in’ by 
handler on prepared “Form-Cut” stencil with stylus. The 


encil is snapped on the duplicator, which can then be 
Ink is self-fed from 


inside the duplicator, and, according to the manufacturer 


used as a handstamp on each package. 
as many as 1,000 impressions can be made without re-inking. 


Rex Rotary Distributing Corp. offers both the [D-270, a 
twin-cvlinder stencil duplicator, and the D270-EDF, a dou- 
ble sized duplicator. The D-270 has a full-automatic con- 
tinuous inking system, which, according to the company, 
makes it unnecessary for anyone to supervise the machine's 
operations once it has been started. A stop counter stops 
the motor and disengages paper feed when the desired 
number of copies has been printed. Printing width is 8 
inches; colors may be changed without changing drums; and 
it is not necessary for the operator to have any physical 
contact with the ink at any stage of the process. 

The D270 EDF has a printing area of 17 inches x 13 
inches, and will take paper up to 18'% inches x 15 inches in 
size. Two single legal or letter size sheets can also be 
printed simultaneously. Both machines are available in elec- 
tric or hand operated models. 
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Speed-O-Print Corp. produces the Liberator model 200 
rotary stencil duplicator, which has new tront paper stops, 
according to the manufacturer, that guarantee hairline regis- 
tration. Paper is fed into front stops: “an instant later it is 
released for contact with stencil on revolving cylinder at 
precisely the same point each time.” This, it 1s said, makes 
the Liberator especially valuable for work where absolute 
accuracy is essential—for systems forms kept in duplicate 
and triplicate, charts or plans. 


Times Facsimile Corp. make the Stenafax reproducing 
machine, an electronic device which employs an optical 
scanning device to make stencils on plastic sheets of letters. 
forms, layouts or line drawings. The special plastic stencils 
used can make 5,000 to 10,000 copies of the original on regu- 
lar mimeograph equipment, the manufacturer reports. 

Single copies of an original can also be made directly 
the machine by use of electro-sensitive recording paper. 

Copy may consist of several pieces or sections, as the 
entire “original” to be reproduced is clamped under a trans- 
parent film mounted on the unit's scanning drum. The 
maker assserts that the sharpness of reproduction from a 
Stenafax stencil is comparable to that achieved with a 144- 
line halftone screen 

Delivery of the machines can be made within 60 to 90 
davs of receipt of ordet 


Thermo-Fax 


>| 3 ] 
' ff a j- D rea: 
prod 4 placed t f } ax , 
ree TO ee ee +. ‘Black 3 
ark err fT 3 ] 
r + + + Ee + + 
Minnesota Mining & Mfg. Co. produces J hermo-Fas 
This duplicating unit is housed in a square, watst-hig 
abinet mounted on casters The scre¢ orig 
material and special copy paper are inserted, is set 
the unit’s table-like top. Paper trays stand at each 
of the unit: convenient shelf space for necessary material 


luplicators are available n two 
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apable of reproducing material &8'4 x 11 inches in size, 
the larger able to accommodate 8'2 x 14 inch material 
\ccording to the manufacturers, the entire copying oper 
ition takes 15 minutes. “There are no preliminary ot 
finishing operations with the Thermo-Fax duplicator 
copies are ready ‘or distribution immediately upon re 
moval from the machine. Thermo-Fax shtets are not light 


SCLISITIVE 


Xerographic 
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Juced in 1948, It da king name Gerivead trom the 
Sreek ‘xer meanin dry The method, fundamenta 
jepend pon the interaction of positive and negative 
sete harae I+ nds more mplicated than it actua 
A specially ated plate is passed beneath electric 
where is receives a positive electric charge. 2. Material 
be our ated is projected through a amera r n+ 
pla A t eres ee +} 
na + c + r nain 


COMPANY MANAGEMENT is drifting away from 
the one-man rule idea, and is entering an area of 
group decision-making. Though this movement is 
slow and not yet widespread, it is definite. It was 
reported, along with other current management 
trends, in Planning and Developing the Company 
Organization Structure, a study by Ernest Dale, re- 
search associate of the American Management Asso- 
ciation, and assistant professor of industrial relations 
at the Graduate School of Business, Columbia Uni- 
versity, New York. 

Coupled with the decline of one-man control, how- 
ever, is a trend toward centralization of controls that 
check how well the delegation of authority is work- 
ing, the AMA survey said. With the “span of control” 
widening, and with greater use being made of staff 
assistants, closer watch is being kept on the eflective- 
ness of group management by those companies which 
are undergoing this process of decentralization. 

Mr. Dale’s 250-page analysis, which was obtained 
by visiting forty companies considered to have har- 
monious organization structures and spot-checking 
150 others on specific questions, also noted these 
trends: 

1) Increasing conflicts between staff and line, with 
some staff people trying to assume line authority. 

2) Greater interest in studying the impact of the 
chief executive on the organization. 

3) Rejection of the “earthquake approach” to or- 
ganization change, with reorganization occurring 
more gradually. 

The study indicated, too, that considerable dis- 
satisfaction existed among both top and middle man- 
agement over the way their organizations were work- 
ing out in practice. A major complaint of executives 
was that management theorists failed to take person- 

alities into account. Much past work in the manage- 
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FINIS FOR THE ‘INDISPENSABLE’ MAN? 


of the Office 
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Haloid Co.’s Xerox line of copying equipment embraces 
three separate, though integral units—a camera, a copier, 


and a fuser. This line-up is said to fit comfortably on a tabl 


live feet long by three feet deep. \ll Nerox cameras can 
accommodate original material with images on both sides, 
ind can be equipped with one of several lenses. Haloid’s 
model 1 camera has an 8!5 x 13 inch range. Xerox equip 
ment is rented, not sold, although supplementary xet 

be pur- 


l 
eraphi supplies such as plates and p wader may 


chased outright 


ment field, they pointed out, has overlooked the influ- 
ence of executive personalities on a company’s organ- 
ization structure. ‘They felt this was one reason why 
the need for reorganization has arisen so frequently. 

The span of control, that is, the number of execu- 
tives supervised or having access to a superior, was 
viewed as an important factor in determining .execu- 
tive effectiveness. ‘The most satisfactory span. of con- 
trol, the study pointed out,-is one which avoids an 
over-long, complicated chain of command, and which 
does not overtax the executive's mental and. physical 
capacities. 

One company plotted the number of persons 
through whom an order for a durable instrument 
went from receipt to shipment. It touched 15,000 
people and the chart plotting its meanderings was 
thirty feet long. Some small companies with only 
1.000 emplovees were found to have as many as ten 
levels «f supervision. 

When is it safe to delegate authority and when is 
it not? According to the AMA report, a detailed an- 
alvsis must first be made of criteria such as the fol- 
lowing: size of company, nature of company’s busi- 
ness, economic and political trends, management phi- 
losophy, personality factors, the nature of the man- 
agement functions for which decentralization is con- 
templated. Only then should decisions be made. 

A sidelight of the survey was its prediction that by 
1975 headquarters of large corporations will not only 
determine their own management procedures, but 
will act as management consultants for smaller com- 
panies and business groups as well. 

Copies of the report, Planning and Developing the 
Company Organization Structure, are available from 
the American Management Association, 330 W. 42nd 
St., New York, at $3.00 for members and $4.50 for 
others. 
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First, Test the Tests 
(From page 22) 


these qualities. A battery of tests such as we use re- 
duces greatly this possibility. 

We constructed these tests, simple as they are, on 
the classic lines of test construction. Following the job 
analysis which showed the most important clerical 
abilities to be those listed above, we designed tests, 
which we believed would reveal the presence or lack 
of these abilitics in candidates for jobs. hwice as many 
tests were constructed as we planned to use in our 
final battery. 

All the experimental tests were then given to cleri- 
cal workers in the ofhce whom we knew to be com- 
petent. The tests in our experimental group in which 
our clerical workers did consistently well were kept: 
those on which they did not do well, or on which they 
showed significant discrepancies of performance were 
eliminated. 

Then, the final step—the tests which we planned to 
keep were “weighted” according to their relative value 
—for each of the tests in the battery was designed to 
reveal one particular ability. So, although the entire 
test battery was designed to show general clerical 
competence, candidates for specific jobs might do 
poorly on certain parts of the battery and still be ac- 
ceptable, providing they did well on the portions 
which indicated their ability to handle the specific job 
for which they were applying. 

Our six-test battery then broke down this way: 

Part 1: Test of arithmetical reasoning. 

Part 2: Test of ability to follow directions. 

Part 3: Test of ability to sort names in proper al- 
phabetical sequence. 

Part 4: Test for accuracy of observation, through 
identification of errors in text and figures appearing 
in a copy of an original form. 

Part 5: Spelling test—words singly listed and in 
text. 

Part 6: Second arithmetical test, more difficult than 
the first. 

These tests, which are admittedly elimination tests, 
still have tremendous value in saving time, and pre- 
venting misassignment. A person who does not do well 
on any of them is not going to be a good clerical 
worker. A person who does not do well on parts 1 and 
6 is not going to do well in the bookkeeping depart- 
ment, although he may be competent elsewhere. Simi- 
larly a person who does poorly on parts 3 and 5 is not 
going to be a good file clerk, although he may be an 
excellent bookkeeper. So, in spite of their negative 
aspect—which eliminates entirely those candidates not 
qualified for any clerical job—the tests do have a di- 
rection value too: they permit the personnel inter- 
viewer to assign a successtul candidate to the particu- 
lar type of clerical work which he or she can do best. 

Thus, following our N.Y.U.-Bellevue clerical test 
pattern, a sample test battery might run like this: 

Part 1. Five problems like this: “Two purchases cost 
g6 cents and $3.19 respectively. How much change 
should be returned from a $5.00 bill?” 

Part 2. See illustration, page 21. 

Part 3. Nine lists of six names each are given. Can- 
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RECRUITMENT OF APPLICANTS 
Stages of Recruitment 


Reasons for Rejection 


First interviews _ Obviously unqualified, physically incap- 
able of work, personally objectionable 

Issuance of job application 
Undesirable personal information 
Paces, Poor test score 
Poor impression 


Tests. Sais as ape 
Intensive interview ................ 
Check of employment, personal record 


Unfavorable record 
Tentative selection of personnel office 
Final selection by executive or department head 
decision against employing 
Medical examination ..........Medically unfit 
Placement 


An outline of the personnel selection process. Rea- 

sons for rejection (right) are, in effect, “hurdles” 

which the job applicant must overcome before 
placement 


didates are asked by numbering the names in each 
list to indicate proper alphabetical order. 

Part 4. Two information tables are shown, one of 
which is an original in three columns, one of which 
purports to be a line-for-line, column-for-column copy 
of the original. The first column gives the name of a 
surgical operation; the second column a pulse rate; 
the third column a blood pressure. Candidates are re- 
quired to indicate if any word or either of the two sets 
of figures in the “copy” is not identical with the cor- 
responding word and sets of figures in the “original.” 
There are ten “operations” listed in the original. 

Part 5. Candidates are required to indicate below a 
paragraph of text the correct spelling of words in the 
paragraph they believe misspelled. A second list of 
single words is also given on this test, and candidates 
are asked to indicate which words are misspelled, and 
place the correct spelling alongside. Typical words 
used are “receive, accommodation, laboratory, Tennes- 
see.” 

TEST FOR MATHEMATICAL ABILITY 

Part 6. A table is given which shows, for each of 
four successive years, the total number of employees 
in a hypothetical company, the total number of male 
employees, number of male emploveey in production 
jobs, number of male employees in supervisory jobs, 
and corresponding information tor female employees. 
For each of the specified years, one space in one of the 
columns of the table is left blank: the candidate is re- 
quired to enter the correct figure on the basis of the 
other figures given for that year. 

Time allowed for completing the entire battery is 
30 minutes. 

Our tests have proven invaluable to us at the Medi- 
cal Center, and, in view of the extensive preparation 
necessary for successful interviewing for selection, and 
of the time that must be devoted to such interviewing, 
similar tests—oflering as they do a significant aid in 
the selection procedure—are becoming increasingly im- 
portant in offices across the country. Industry, busi- 
ness, and government join in reporting improved 

selection as measured by lower turnover, greater aver- 
age output, less absentceism—all signs of efficient selec- 
tion methods. 

But a word of warning must be given. If a company 
should decide to use tests in its hiring procedures, it 
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should be prepared to do a good, thorough, scientific 
job of testing. Anything else is useless to the company 
and psychological dynamite to the people taking the 
tests. 

This seems to be stressing the obvious, perhaps. But 
in the increased prominence given to tests since the 
war years, when the military made such heavy use ol 
them many businesses have decided to use tests them- 
selves, have gone out and procured tests, and have 
proceeded to subject all employment applicants to the 
tests without actually knowing what they were doing. 

One of the most glaring examples is that of a test 
originally designed to reveal finger dexterity and 
hand and eve coordination. That test—and it was an 
excellent test — was designed specifically for use in 
selecting assembly line workers for an electrical prod- 
ucts manulacturer. No other use was ever visualized 
for it. Yet, in the first flush of enthusiasm for tests as 
such, one of our large corporations bought this test, 
and proceeded to use it as a standard in its selection 
procedure for othce emplovees, from basic clerical 
workers to junior executives. 

Paradoxically, the danger of this sort of thing has 
been heightened by the very success achieved by test- 
ing methods in the military services during the war. 
For, since the war, a great many testy—well-designed 
tor revealing particular attributes—have been avail- 
ible from the government. Too many business con- 
cerns, deciding that testing was the modern thing, 
have arbitrarily adopted some one of these tests and 
proceeded to misuse it thoroughly. 

Tests, properly used, have obvious advantages. They 
can reduce turnover; they are convenient; they can be 
given with a minimum of trouble and cost to those 


who do the selecting as well as to others in the organi- 
zation. Lhe job of giving tests may readily be assigned 
to a properly trained assistant. Test results are fre- 
quently available in the form of simple scores, much 
more readily communicated and understood than 
lengthy reports of interviews (and certainly more per- 
manent than casual discussion of interviews) . 

And they have a particular appeal to business peo- 
ple because they appear to provide exact quantitative 
results. Test scores, appearing as percentages or points 
seem both more tamiliar and more precise than the 
verbal reports of interviewers. Tests appear to bring 
human personalities down to a numerical common de- 
nominator. 

Fests, in other words, look like a simple substitute 
for what is actually a fairly intricate process—the hir- 
ing of a new employee. They make what otherwise are 
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qualitative judgments appear to be quantitative ap- 
praisals. 

Unfortunately, many of these latter “advantages” 
are lar more apparent than real. Tests are neither in- 
fallible, nor are they necessarily precise. Their results 
may frequently be influenced by a variety of factors, 
the most obvious of which is the conditions under 
which they are administered. 

The past 25 years has been devoted to the problem 
of getting industry, business, and government to use 
tests; it now seems very probable that for the next 25, 
major emphasis will have to be placed on teaching 
how they should be used and preventing their misap- 
plication and crroneous interpretation. 


Downtown or Suburban 
(From page 26) 
existence—vyou can create it right here in Manhattan. 
I am sure everyone here—and countless other execu- 
tives—realizes the tremendous advertising value de- 
rived trom this unique structure in the heart of Amer- 
ica’y market and business pulse. The heads of Lever 
Brothers have said they could not understand why 
they had not moved to New York years ago. 

In October, a year ago, my firm conducted a “Build- 
ing Identification Prize Contest”-—open to everybody 
who could identify the pictures of 36 new ofhce build- 
ings that had been constructed in Manhattan since 
1947. The total rentable area was 8,340,000 sq. ft., all 
of which has been rented. 

This contest created widespread interest in this city 
and throughout the country because not one new of- 
fice building had been built in the previous twenty 
vears in Chicago, Philadelphia, St. Louis, Denver, 
Seattle—or in many other large cities. Only 10g peo- 
ple correctly identified the buildings, so eminent 
judges awarded the prizes to those who wrote the best 
essays, required to accompany the entries—on the sub- 
ject “Why Manhattan Is The Ideal Location For An 
Othce.” Here's a typical essay: 

Manhattan Is The Ideal Location For 
An Office because it is the world’s center ol 
(To next page) 


11-Story Office Building to be Part of 
Philadelphia Regional Shopping Center. 

A 12-story air conditioned office building will be part of 
River Park, a $40,000,000 regional shopping center planned 
for the outskirts of Philadelphia. Also proposed for the 
90-acre site is a 12-story hotel—the Presidential. A 3- 
building 770-unit apartment development has already been 
erected in the center. 

Welton Becket and Associates, architects and engineers, 
are designers of the project which will eventually encom- 
pass more than 1,000,000 square feet of commercial and 
professional building space. William J. McCarter & Co., 
rental agent for River Park, estimates that construction 
will start this spring. 


Arthur D. Little Ine. 
Forms International Division 

Arthur D. Little Inc., industrial consulting research firm 
of Cambridge, Mass., announced recently the establishment 
of an international division to meet what it termed “the in- 
creasing demand for its services in international areas.” The 
division will be headed by A. G. Haldane, previously with 
the U. S. Department of Conmmerce. 
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aluminum 
chairs 


EXPERTS AND EXPENSES 


In this day of specialization, we look to the advice 
of an expert in any particular field. Your office 
equipment dealer is a qualified expert in his field. 
Why not call on him for his advice? 


Your Fine-Rest dealer can show you how to mod- 
ernize your office seating so that it becomes a self- 
liquidating investment. By following his advice, it 
is possible to achieve a better looking, more effi- 
cient, and a more economical office. 


Write for free descriptive literature, and for the 
name of your nearest Fine-Rest dealer. 


“america’s Standard of Business Seating’ 


ALUMINUM SEATING 


17 $. CHERRY STREET * AKRON 8,OHIO 


AETNA SAFE CO., 46-50 W. 29th ST., M. Y. 
METROPOLITAN WN. YY. & EXPORT DISTRIBUTOR 


commerce, industrv and finance and, now, 
of international diplomacy. 

No other area in the world offers such 
convenient access to the principal markets 
and principal sources of supply, bow tor- 
eign and domestic, for almost any business. 

Physical facilities such as ofhce space, 
transportation systems, places to live, are 
unparalleled. New York is truly the com- 
mercial center of the world and the most 
convenient and stimulating location for any 
business. 

That essay won the first prize. Not bad for an 
amateur who has brought out salient reasons why 
New York City enjoys such tremendous prestige as 
the world’s most important business center. The state- 
ment also provides fair evidence as to why Manhattan 
alone has the equivalent of about 30° of the com- 
bined total amount of office space contained in all the 
other ofhce buildings in the United States. 

Now, in the interest of fair play, I speak on behalt 
of the tenant in the city which is considering moving 
its offices to the suburbs. ‘The desire to have a building 
of their own, surrounded by green grass, many trees 
and a beautiful parking lot, may be the dream of 
many. As one New York concern wrote in a report, 
“a suburban location seems to achieve and to secure 
for the future much of the charm and ease of living to 
be found in smaller communities, without losing to 
any marked degree the advantages of a location neat 
the heart of the central city.” 


WHAT DOFS THE CITY OFFER? 


Now, let's look at the other side of the picture and 
see what the citv has to offer for an important busi- 
ness organization. | hesitate to mention the ordinary 
advantages of the citv—ol Manhattan, Chicago or any 
big city, for that matter—for vou all know them so 
well. However, for the record, and for the benefit of 
you and vour fellow officers, a business located in the 
city—and in Manhattan in particular—enjoys imme- 
diate accessibility of the following facilities: 

1. Good executive, secretarial, stenographic, clerical 
and business-machine help market—both as to quality 
and quantity, 

2. Home offices of hundreds of local and interna- 
tionally important banks and trust companies, great 
insurance companies and financial institutions, in- 
cluding the New York Stock Exchange, American 
Stock Exchange, Produce and Cotton Exchanges, and 
other fountainheads of trading in the commodities of 
America and the world. 

3. Head offices of the largest American and inter- 
national law firms, auditing firms, and firms of tax 
experts, architects, engineers, building contractors, ad- 
vertising agencies, printers, publishers, theatrical and 
musical agencies, business libraries, and a long list of 
others. 

j. Professional, business and trade associations, busi- 
ness, fraternal and international clubs and the clubs 
of numerous colleges in this country. 

5. U. S. Governmental departments, bureaus and 
agencies, with whom, perforce, we must deal, as well 
as the consulates and delegations of sixty foreign na- 
tions. (To page 64) 


OFFICE MANAGEMENT AND EQUIPMENT March, 1953 


| - 
a Rv 
% ERICAS STANETIN c 
e “AM s | ; 
i Ay BUSING | | 
7; | 
be ae. | | 
: ee “ 
7 ; Bi 
ha e 4 | 
a | po. | | 
cu Waa 
ig . / ‘ eo f 4 
ie. : y e wf / 
i % ie al « } 
5 i - a 
+3 , } 
be ; ees 2 
cay 4 D> 
ier & 
ae a 
= 4 
Vy 
P A 
ie 
" a 3 
ae 
| 
|: ee 
at 
aA 
\ 
al | 
x ‘ 
hae 
af ) = 2 : 
ie ee y s 
bY : Liiiiioe Ee 
Te 
ae ; ™ 
! : i ee i ke ‘i ie 2 eee | J a - - ay: os Bas i yaa so ws 
a Tae: : Ve eeensere | a ae Ta | y 7 4 —_ a ; : 
ar ae ae a — F a es c io os ey.) Be 2a "he a ey 
a af Z a Gs Pea a ae tee eee a oki 


Continuous cotton towels used hy Crosle 7] Division of Avco M tg. Co, 
are serviced by Sipe rior Towel & Linen Service of Cincinnati, Ohio. 


Crosley Ultra-Modern Washrooms Feature 
Cotton Towel Service 


t 


Here’s How 


You buy nothing... your 
linen supply dealer sup 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local serv- 
ice is listed in your classi- 
fied book under SERVI- 
LINEN, LINEN SUPPLY or 
TOWEL SUPPLY. 


Linen Supply Works... 
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Fatrtax Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 


e Pictured above is one of the electronic assembly lines at 
the Cincinnati, Ohio plant of the Crosley Division of Avco 
Manufacturing Company. In this modern plant Crosley tel- 
evision sets and radios are built. 

The Crosley assembly lines are largely operated by 
women. Women appreciate the extra comfort afforded by soft, 
absorbent cotton towels, That's one of the reasons why Crosley 
management has installed cotton towel service in all plant wash- 
rooms. They know, too, they are furnishing maximum com- 
fort and sanitation at no increase in cost. 

Whatever your towel problem... whether you operate a 
factory, institution, office or store ... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. 

For free booklet that tells how cotton towel service will 
save you money, increase sanitation, efficiency, write to 
Fairfax, Dept. D, 65 Worth Street, New York 13. 


Clean Cotton Towels... 
Sure Sign of Good Management 


WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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~ Enqlat 


English appreciate 

best erasers and every- 
thing one can do with them. 
Take the specific case of the 


dis the Same 
inounorRain| 


TA TAA! 


a= 


A TZ AA cA 


Bae aa 


PERFECT 


elderly English lady who ee ee eee ee 
used a Weldon Roberts oe Pee vw eee 
Taper Tip Eraser as a non- eee eee eee 
skid ferrule on the end of "ve we ewy ooo 


her umbrella! 


| WELDON AOENTS aceeen Co pres 


Correcting Mistakes In Any 368 TAPER TIP. For the count- 


Language with Weldon 


less office workers and students 
who want businesslike, over- 


Roberts Erasers has long size red erasers right on the 
been a tradition with Eng- ends of their pencils! On at- 
lishmen the world over. tractive display cards and also 


Eraser users everywhere 
are just as smart when it 
comes to knowing Weldon Roberts 
world’s-best eraser values in quality, 
uniformity and dependability! 


See your dealer 
now for the 
W eldon Roberts 
Erasers best suited 
to your require- 
ments. 


WELDON ROBERTS RUBBER CO. 


6th Ave. & No. 13th St. 


World's Foremost Eraser Specialists 


in 1 gross boxes at your sta- 
tioner’s, 


2020 MASTER 
PINK. Mediun. 
sized. soft pink 
super - qualits 
eraser of handy 
elliptical shape. 
Ideal for pencil 
work and_ for 
cleaning; for 
drawing and for 
general use. 
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Newark 7, N. J. 


Seti 


Mod 


6. Good surface and underground transportation 
and high-speed, intrastate and interstate transporta- 
tion systems by train, air and bus, coming into and 
departing from the great railway and bus terminals 
and airports in every direction. 

At the gangplank of the world’s No. 1 seaport— 
its largest shipping firms and shippers, where the 
largest and fastest ships arrive from and depart to 
every port on the globe, thus providing unsurpassed 
volume for import and export trade, as well as immi- 
gration and emigration. 

The headquarters of all national and interna- 
tional communications systems—telephone, telegraph, 
cable, overseas and ship-to-shore wireless, radio and 
television. 

Adult specialized training in the largest schools 
and universities. 

American center of the chain store, women’s 
garment, fur, millinery and textile industries. 

Vast assortment of retail stores, specialty shops 
—and restaurants of virtually all nationalities. 

At the very doors of the world’s highest, largest 
and finest ofhce and commercial buildings, housing the 
administrative headquarters of the leading financial, 
commercial and industrial corporations, research, edu- 
cational, charitable and religious institutions. 

13. Ofhce and commercial space to rent in any 
quantity desired, in well managed buildings, at rea- 
sonable rates, without headache of ownership. 

14. New York’s renowned hotels (400, all told) 
which accommodate in their stride more American 
and foreign visitors and convention delegates than 
any other city. 

Largest number of fine housekeeping apartment 
houses and apartment hotels ever constructed in one 
city. 

16. Accessibility to the recreational, educational, 
operatic, theatrical and musical facilities and enter- 
prises that are the envy of every city in this country, 
and to which millions of people annually gravitate. 

17. Immediate availability of building materials and 
highly specialized, skilled labor for making office ten- 
ants’ changes for expansion, contraction or depart- 
mental moves. 

18. Good city police, fire departments and hospitals 
—the model of every city the world over. 

The most compelling reason of all, I have saved for 
the last—it is more economical to stay in the city than 
to move out. Let us assume the organization contem- 
plating moving iy a tenant in an office building. A 
move to the suburbs means constructing a building of 
their own because no office space is available. The site 
selected will be fairly large because they will want 
plenty of parking space. Usually, that will mean land 
some distance from the railroad station. The construc- 
tion of the building will prove expensive because 
building mechanics who have plenty of work in their 
own territory are not going outside the city unless 
there are premium wages or overtime to make it at- 
tractive. You may be sure that the employer will find 
it necessary to contribute liberally towards moving ex- 
penses of personnel, perhaps trivial, however, in rela- 
tion to the overall picture. 

But, not all of the employees will move; some will 


(To page 74) 
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Faster, Easier Filing in 


pwr floorspace! Fi 
Me hock-a-File a ; 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 


and more efficient because each compartment | — Zi 
ee ” . ° - “A j 
rocks” open to make its entire contents instantly N ZB Ae aan . 

° . oi ico 
accessible. More than that, Rock-a-File actually até nig eA hee se showing eS: 
requires less floor space than old-fashioned drawer- ae StH | 4-compartment and 7s 
type files! = “SQ 2-comportment ry 

. ° ° -a-Fil tiers. & 
Rock-a-File compartments project less than eight 17 j ane Rock-a-Files in tiers . 
inches when open, “‘rock”’ open and shut effort- i % rai ; 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- ‘—_—— 
dors, small corners and many other hitherto im- A 2-compartment Rock- = |! t 
practical locations become ideal filing space with 2-File in privote office use. = 
Rock-a-File Note close position... = 
‘ as ‘ no need for user to rise; —= j 
And Rock-a-File is safe, too... gravity center ivst swing around in choir” 
remains always within the cabinet; no danger of | 
toppling, even with lower compartments empty. 


See your dealer or write for a descrip- 
tive folder and name of nearest dealer 
today ... learn how Rock-a-File can 
save filing time, costs and space in 
your business. 


ROCKWELL-BARNES COMPANY 
35 East Wacker Drive + Chicago 1, Ill. 
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The PE | 
that FILLS 
ITSELF 


A new kind of desk pen— 
with the fountain in the base instead 
of the pen. Pen instantly fills 
itself every time you return 
it to the socket. 


Finger grip never encbes | 


TO SELECT OR REPLACE 
ink. No chance for ink te | 
touch 


..» HERE'S ALL YOU DO 


foun- Ask your stationer 
Won't for a demonstration 
asa 
et bs Only a few of the 
na? Fe more popular point 
7 styles shown 


o 
ee 


“444” DESK PEN SETS 2:22: 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 


THE ESTERBROOK PEN COMPANY OF CANADA, LTD., 92 FLEET ST., EAST; TORONTO, ONTARIO 
66 
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PEOPLE IN THE NEWS 


C. E. Sheppard Co. announced re- 
cently the promotion of John W. Shep- 
pard from the post of executive vice- 
president to president. He succeeds 
Charles E. Sheppard, 
founder and former 
president, who be- 
comes chairman of 
the board. Other 
changes include the 
promotion of Max 
H. Krueger from 
vice-president to 

a vice - president and 

: secretary, and Fran- 
J. W. Sheppard = klin H. Wheat from 
controller to control- 
ler and assistant secretary. 

John Sheppard joined the company 
in 1932, following his graduation from 
Yale University. In 1933, he was elect- 
ed a member of the board of directors 
and, after serving in various capacities, 
he was elevated in 1942 to executive 
vice-president. 


James B. Moore Jr., sales manager 
tor the North American Lace Co. Inc., 
announced recently the appointment 
of Walter A. Mains as representative 
for New York State, New England 
and Canada. Mr. Mains formerly was 
associated with City Stores Mercan- 
tile Co. Inc., and Mutual Buying Syn- 
dicate. He replaces Warren Shannon 
who recently left to join another firm. 

Mr. Mains will have his headquar- 
ters in the New York office of the 
firm, at 295 Fifth Ave. 


Audograph Co. of New York, dis- 
tributors of Gray Audograph electronic 
dictation and transcribing equipment, 
announced recently the appointment of 
John J. Phillips as 
manager of its Al- gen 
bany, N. = office re 
Announcement of the 
move was made by 
James K. Byrd, gen- 
eral sales manager of 
the Audograph Co. 

Mr. Phillips has 
been with the firm in 
New York for three 
years. He studied at 
the St. John’s Uni- 


J. J. Phillips 


versity School of Commerce where he 
was a member of Delta Psi Upsilon 
fraternity. A World War II veteran, 


he saw four years of submarine service. 


Leopold Co., builder of office furni- 
ture, announced recently the appoint- 
ment of John Collins as representative 
of their line in New York. Previous to 
this appointment. Mr. Collins was in 
charge of Leopold Sales for the South- 
eastern states. 


Meyer Kestnbaun, president of Hart 
Schaffner & Marx, Chicago, was re- 
cently elected chairman of the Com- 
mittee for Economic Development. He 
succeeds Marion B. Folsom, treasurer 
of Eastman Kodak Co., Rochester, who 
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has resigned the chairmanship, as well | 
as his position with Eastman, to accept 


appointment as Undersecretary of the 
Creasury in the Eisenhower Admin- a : 
istration. rae 
Mr. Kestnbaum, formerly vice-chair- U ( ericd wads e aug 
man of CED and chairman of that ie 
organization’s research and policy com- i 
mittee, will head CED during the un- e * bis 
expired portion of Mr. Folsom’s second | in all departments ts a 
two-year term in office, which began in os 
May, 1952. iY 
Two appointments at Eastman Hours of Unnecessary retyping and proofreading oan i a3 
Kodak Co., Chicago, were announced | be eliminated —and clerical output increased — by putting ns 
recently by James E. McGhee, vice- your photocopy machine to work on a company-wide basis. r 
president and general sales manager. : 2 p 
A. T. McKay of Kodak's Taprell, Remember, your machine ae 
Loomis division was named assistant is designed to serve all de- ros 
office manager of the Chicago branch. partments .. . to give you 2 Sirs 
H. L. Thomas of the same division was 100% accurate copies of orig- ay in 
appointed superintendent of buildings zZ Fi hy 
or the Chicago offices. inal documents of every type. 
Both men will report to James A. And in 9 cases out of 10 it er 
Hill, Chicago branch manager. does the job at a fraction of ih 9 
° ° wp 
Ralph A. Nerrie has been appointed the ge ee 
director of the national sales division cost. eck your routines 
of Gray Mfg. Co., makers of Audo- -.. your costs — and 
graph electronic you'll see! 
soundwriting equip- : 
ment, Walter E. 
Ditmars, president, 
has announced. For- OTE STR 
merly general sales ° 
manager of the Au- For the best photocopies use ’ 


dograph Co. of New 
York, Mr. Nerrie 


Kodagraph Contact Paper 


bs 


aol peg yo tet This new paper is made by Kodak for # 2 

R. A. Nerrie 521 Fifth Avenue. use in all types of contact photocopiers. . - 
; James K. Byrd has It reproduces all documents in dense i _ 

re a ee og be a photographic blacks, clean whites se -with ay 

ssenciaied with ‘the Lanier Ca. (iis. | new sparkle and legibility. And it’s easier, Ay 
tributors of Audograph equipment in more economical to use—no more split- Es 
the south and southwest) as Florida second timing or trial-and-error testing. Dey 
en Order it...and see for yourself. bu|.4 


Joy Mig. Co. announces the election 
+ Foster L. Reed as controller, suc 
eding S. G. Larkin who recently re- 


signed. Mr. Reed Was assoc lated for a — | )_ mn 
wm tivonmih tind ee | KOP@E@raph Comtact Paper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 


sunting firm. 


Edward F. MacLean has been ap- 


inted manager in charge of Thermo- 


Fax sales, it was announced recently z 
by Charles E. Rynd, president of | ooo on - = ------ = we oo no oe ee ee ees ae 
Magna-Crest Corp., New York. Mag- | 72 ie. 
na-Crest is distributor of the Thermo- | Mail coupon EASTMAN KODAK COMPANY ei 
Fax copying method developed by | for Industrial Photographic Division " 
Minnesota Mining & Mig. Co. free booklet Rochester 4, N. Y. ® 
Mr. MacLean was formerly asso- | 
ciated with Old Town Corp., Brook- | Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- bs 
Ivn. A graduate of Columbia Univer- duction”. ..your new, free booklet giving full details on Kodagraph Contact Paper. ae 
sity, he received the Distinguished Fly- | as ; oe 
ing Cross while a captain on combat | ae — we ys - eB ; 
duty in the European theater. | Department _ ; / a 
Company ____ ~~ aay 
\nnouncement was made recently | 7 Fay 
by Ralph Robinson, president of Yaw- Street... ; 1a 
man and Erbe Mfg. Co., Rochester, | Cits _ ie _4 odalk : 
N. Y., of the election of Charles W. ae TRADE MARK ; 
Schreiber to the position of vice-presi- I accsiiniiai - “ 
dent in charge of sales, and David C. , 


Borlen to the position of vice-president 
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this low cost wayl 


CORBIN Mail Handling Equipment 
saves time — reduces cost. Used in the 
majority of U. S. Post Offices and in the 
mail rooms of leading commercial firms, 
Universities, colleges, hospitals and 
other institutions. 

CORBIN’S facilities and more than 
fifty years’ experience combined, are 
your assurance of quality equipment 
at low cost. We will help you choose 
equipment to meet your requirements. 
All items are constructed of selected 
hardwoods. Joints are dovetailed and 
glued. All surfaces are smooth sanded 
and varnished or lacquered. Shipped to 
you assembled, complete with hardware. 


Ai 


| Pigeonholes 
Arranged 
for Your 
Specific 
Needs... 


Send for 
Illustrated 
Catalog... 


Corbin offers WIDE VARIETY OF 
MAIL ROOM EQUIPMENT 

* Work Tables 

* Key Cabinets 

* Work Benches 

* Sorting Tables 

* Bulletin Boards 

* Portable Tables 


Corbin Wood Products Division pept. 4j 
The American Hardware Corp., 


New Britain, Conn. 
on your Corbin mail handling equipment. 
Name 


| 
| 
Please send illustrated literature and prices 
| 
| 
I 
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PEOPLE IN THE NEWS 


(Continued ) 


manufacturing. Each of 
the new vice-presidents has been asso- 
ciated with Y&E for more than 25 
years, having served in several execu- 
tive capacities at its home and 
in the field. 


office 


\ series of managerial appointments 


has been announced by J. D. Farr, 
office typewriter sales manager for 
Royal Typewriter Co., Ine. 

The firm’s Pittsburgh office will now 


R. H. Greenlee, 


district manager at 


who 


At- 


be headed by 
was formerly 


a 
Among Royal's appointees. From the 


left: D. A. Coursey, M. A. Kenney, 
L. C. Toms 
llanta. Mr. Greenlee fills the vacaney 


created at Pittsburgh by manager E, G. 
Dodge’s decision to retire. 


Phe post in 
Atlanta vacated by Mr. Greenlee has 
been filed by G. W. Newman, who 


formerly headed branch 
Evansville, Ind. 

E. B. Wronski is 
Newman at [-vansville 

Royal also has named C. L. Toms, 
manager at Charlotte, N. C., 
New Haven, Conn., district man- 
and D. A. Coursey, former dis 
trict manager at Richmond, Va., to the 
district managership of the Cleveland 
M. C. Hull, Clevel 
manager, retired Succeeding 
Mr. Coursey at Richmond is M. A. 
Kenney, who previously headed branch 
lulsa. J. O. Hokenson, 


named new Tulsa manager 


operations in 


succeeding Mr. 


to be 


ager, 


ottice. former 


recently. 


has been 


Three appointments 
announced recently by Reming 
Inc. 


company were 
rton Rand 
Thomas F. Frawley Jr. was named 


new sales manager of the tirm’s meth 


the 


From 
Shugart, T. 


left: H. S. Searth, C. B. 
F. Frawley, Jr. 


ind wholesale 


Harold S. Scarth 


distributors, 


Was ap 
pointed a staff member of the industrial 
accounts records department, and 
Curtis B. Shugart was promoted to an 
assistant post in the visible records 
section 

Mr. Frawley, an Air Force veteran, 
vas formerly associated with the Bon 
wit Teller and Oppenheim Collins de 
partment stores in New York, and 
jroadway-llale stores in San Francis 


co. He joined Rem 


ivton Rand in 1947 


| 


and | 


OFFICE MANAGEMENT AND EQUIPMENT 


Behind Every Desk 


that bears the familiar seal of Indiana Desk 
is a wealth of experience and knowledge in 
producing fine office furniture. You can depend 
on any desk made by Indi Desk Company 
for years of satisfactory service — just as you 
can depend on Indi Desk dealers who dis- 
play the above symbol. 


For the name of your nearest Indiana Desk 


dealer — for help in your office planning, 
write Indi Desk Company, Inc., Jasper, In- 
diana. 
*This is Indiana Desk Model 3014, the 
Sheraton Line. Indiana produces a full 


line of fine office furniture in many styles 
to fit your needs. 


indiana desk co. 


JASPER, INDIANA « U.S.A. 


All Business Is Specialized 


. and nothing specializes on YOUR business like 


Office Management & Equipment 


Here s 


4 smart business man He spends his 
time where every sitzmark parks a prospect at 
his feet It's simple sense fe specializes 
and it pays! 

Your business is specialized. too sO Is 
OFFICE MANAGEMENT AND EQI iPME NT 
The time you spend with it pays for its 
elitors are experts in your speerlty 

The ad pages are as specialized as the editing 
They, too. tend strictly to business your 
business. They bring vou data on new products 
new materials . gather in one place a raft of 
Wieas on where-to-buy-what. or how to make 


(or savel a cbollar 


This business paper in your hand has a plus for 


vou, because it's a member of the Associated 
Business Publications. Its a 4 i eireulation 
paper that must earn its readership by its 
quality 
THE APRIL issue will featur the elaborate 
new office of H. Robbins Comp iny in Rich 

d. Va., from ¢ ule 

ms set up 

mizatio im 

t 


his Issue 
DATES, I-t of 
Sth for complete 


elu iin 
CLOSING 
be set, 


March for 
plates. 
Office Management & Equipment 
The Office Executive's Own Magazine 
212 Fifth Avenue, New York 10, N. Y. 


“ « 


copy to 


One of a series of ads prepared by 
THE ASSOCIATED BUSINESS PUBLICATIONS 
March, 


. GW 


1953 


Pi 
a | 
is _ q ee . 
, : oft t 
is - 7 x 1 
g MAIL , | 
. SORTING _ = es S | 
. we 1 ve ee: i a 
ol _ a oe 
aa + Figs 
j * 
oa 
an 
a = 
ae 
vee, | ~ } 
ae - ' | 
i AS — 
o GG Ae. «ava 
ie eee  — 
ae ee a 
a es 
& | ae 
. | LEE -_ 
ah ee eaeentinedanmerenmmmmniiiniiniabnemieeren 
~~ reer —o- eae % 
ee wg i -» \ ' . = 
oe 7 ae '> 2 
ae ‘ an . 4 
& 4 j ray ae ao : . 0 
: ce, 4 ‘ Frys £1 2 4 
>" | < AOS — 2. ) ~~, 
= RRR TES ‘ 4 L ini F i a : 
bet Las - =a r @. fa / rat 4 
Bi, ss —— SS 7 i - ee ae 
im — ns ae = cn 
A a7 ee 
| =| a 
es a” =a ; 
” So . 4 | f ™ e - 
o br i > 
_ * _ 
“* 
Bi Fi ee 
a | 
2 
Pe | 
rine | 
ae : 
oer 
ee = — 
a. 
‘ie ae 
aa a BS ED Sie I a a. ee Se ce: cow) te ee ee 


Mr. Scarth, with the firm since 1927, 
most recently served as manager of re- 
tail store operation in the New York 
home office. He had previously worked 
for the company in its Detroit and 
3altimore offices. Mr. Shugart had 
been associated with the Retail Credit 
Association and a home appliance com- 
pany in Birmingham, Ala., prior to 
joining Remington Rand. 


R. J. FitzMorris, manager of the 
Detroit branch of Diebold, Inc., has 
been named “Manager of the Year” by 
that 94-year-old firm. Mr. FitzMorris, 
the recipient of a $1,000 award, heads 
one of Diebold’s largest branches. His 
award was based on an 


outstanding 
performance during 1952 in all phases 
of branch management. His branch 
achieved 102 per cent of its 1952 sales 
quota. This was 8 per cent above his 
standing in 1951 although his quota had 
been increased 10 per cent. 


\ppointment of E. F. Bovermann 
as sales manager for Thermo-Fax du- 
plicators and sheets was announced 
recently by Minnesota Mining & Mfg. 
Co. 

Mr. Boverman started his career as 
a salesman in 1949, His most recent 
assignment has been sales supervisor 
in Chicago for the firm’s sales printing 
products line. Headquarters for his 
new position will be in St. Paul. 


William I. Crockett has been ap- 
pointed Wisconsin district sales man- 
ager of the Mitchell 
Mfg. Co.’s commer- 
cial and _ industrial 
fluorescent lighting 
division, it was an- 
nounced recently by 
B. A. Mitchell, com- 
pany president. 

Mr. Crockett, who 
has been with 
Mitchell three years 
as lighting sales en- 
gineer, was previ- 
ously employed by Federal Enterprises 
where he designed and sold custom 
lighting. A graduate of the Chicago 


te 


W. L. Crockett 


Lighting Institute, he also studied at Val- 
paraiso University and Purdue. 


Knoll Associates Inc., New York, 
recently announced the appointment 
of Edward Murphy, formerly assistant 
sales manager of their New York of- 
fice, as their Chicago representative 
with headquarters at 160 KE. Superior 
St. From this office Mr. Murphy will 
service architects, decorators, and 
dealers in Illinois, Indiana, Iowa, Kan- 
sas, Minnesota, Missouri, Wisconsin. 


Arthur J. Hammer has been appoint- 
ed manager of the company’s South- 
western region, with headquarters in 
Dallas, it was announced last month 
by C. M. Odorizzi, operating vice-presi- 
dent of the division. Mr. Hammer suc- 
ceeds James W. Cocke, veteran RCA- 
Victor executive, who is retiring. 
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Ss separate forms 


5 typings 


Yet ( would do 


"Thi separate forms 

three typings .. . three opera- 
tions where one operation would 
do it all. Just another instance 
of waste in office paperwork, 
but an opportunity for effect- 
ing substantial savings. 


Similar opportunities may exist 
this very moment in your own 
office—through changes in the 
style, design or handling of 
forms that will accomplish the 
preparation of necessary rec- 
ords in less time, at less ex- 
pense to you. 


Why not investigate the possi- 
bilities of making improve- 


ments in your present form 
procedures? Let us prepare for 
you a free portfolio of specimen 
forms from our Forms Library. 
It will contain actual samples 
of forms produced for firms 
with similar record problems 
and will be a valuable addition 
to your idea file. 


Just fill out and mail the coupon. 


BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
2\\ 7th Street, Hoboken, New Jersey 


Founded 1883 


OFFICE 


UTOGRAPHIC REGISTER COMPANY 


AUTOGRAPHIC REGISTER COMPANY 


| 211 7th Street, Hoboken, New Jersey 


MANAGEMENT AND EQUIPMENT 


We would like to receive a folder of sample continuous 
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"ROUND THE WORLD 


HUNG 


SAVES DOLLARS 
for PENNIES 


ea 


Wasted minutes are costly— 
save money by using smooth- 
writing MONGOL pencils that 
stay sharp longer and require 
fewer trips to the pencil sharp- 
ener. Try them and you'll 
appreciate the difference 
between MONGOLS and just 
ordinary pencils. 


He Business 
Prneil 
of He Werk | 


EOE TARD 
HABER 


TRADEMARK REG US PAT OFF 


COMING EVENTS 


Office Management Assn. of Chicago 
March 2-5 
Fourteenth Annual Business Show 
Conrad Hilton Hotel, Chicago 
* 


Assn. of Cost 
March 24-27 
6th Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
& 


for Advancement of Management 
April 16-17 
National Industrial Science Show 
Hotel Statler, New York 
° 


Internal 


National Accountants 


Soc. 


Institute of Auditors 
May 17-19 
| 12th Annual Conference and Exhibit 
Hotel Statler, Cleveland 
eo 
| National Office Management 
| May 25-28 
| Annual “All Purpose” Business Show 
Mechanics Hall, Boston 
34th Annual Conference 
Statler Hotel, Boston 
? 


Controllers’ Congress 
National Retail Dry Goods 
May 25-28 
33rd Annual Convention 
Hotel Roosevelt, New Orleans 


Assn. 


Assn. 


—_—__—————, 


[ PARSONS 


y — 


ae 


The American Institute of Graphic Arts’ show, 


Association of American Railroads 
Accounting Division 
June 1-4 
59th Annual Meeting & Exhibit 
Edgewater Beach Hotel, Chicago 
eo 


National Machine Accountants Assn. 
June 18-20 
Second National Convention and 
Business Show 
Schroeder Hotel, Milwaukee 


m* 
Office Executives Assn. of New York 
1953 National Business Show 
October 19-24 


Grand Central Palace, N. Y. 


MANUFACTURERS’ 
49) 


LIST 


(From page 


PHOTOCOPIERS : 
American Photocopy rey Co. 
2849 N. Clark St., Cr 
Duophoto Corp. 
28 W. 25th St., New York 
General Photo Products Co. 
15 Summit Ave., Chatham, N 
Haloid Co. 

256 Haloid St., Rochester, N. Y 
Hunter Electro- Copyist Inc. 
566 Spe St., Syra 
F. G. yar Pt 
Pease Rd., Woodbridge, Conr 

Orco Cameras 
112 Liberty St. 

Photostat Cue. 
303 State St., Rocheste 

uateaien. Rand Inc. 


N. Y 


New York 


You expect any letter you send to be read. Your letters are more 
likely to be read if they’re on one of Parsons bond or writing papers. 


Made with new cotton fibers, they show the fact and feel of quality. 


To find out for yourself, get your free copy of our portfolio of ten original 
letterhead designs by Lester Beall. It’s called “How to Design a Letterhead” = 


and he tells you how. This portfolio won the distinction of acceptance by 


“Printing for Commerce, 


1953”. You'll find Beall’s ideas and designs attractive and practical. 
Write on your business or professional stationery to Parsons 


Paper Company, Dept. 38 Holyoke, Massachusetts. 


OFFICE MANAGEMENT AND EQUIPMENT 
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OFFSET DUPLICATORS 
Addressograph-Multigraph Corp. 
1220 Babbitt Rd., Cleveland 

Davidson Mfg. Corp. 
1020 W. Adams, Chi 


STENCIL DUPLICATORS 
Addo Machine Co. 
145 W. 57th St.. New York 
American Stencil Mfg. Co. 
2714 Walnut St Denver 
Aatoorey, mee 
>. ria, Ct 
Beck Duplicator Co. (N. Y. div. of Autocopy) 
18 W. 18th St.. New York 
A. B. Dick Co. 
5700 Touhy Ave., Chicag 
Facsimile & Electronics Corp. 
- 4 3 N 
Gestetner Duplicator Corp. 
60 McLean Ave., Yonkers, N. Y. 
is Harding Co. 
32 W. F Bivd., Los Anaele 


Hart Mfg. Co. 

2400 End + St, St. Pa 
Heyer > 

aso Ss tner Ave. Chicaa 


Marr Duplicator Co. 
53 Park P New York 


Mimeo Mfg. Co. 


4C Br adway New York 
Niagara Duplicator Co. 
ncord, Calif 


Print.O. Metic Co. Inc. 

14-125 Merchandise Mart, Chicaac 
Rex-Rotary Distributing Co. 

19 W. 3lst St., New York 
Speed- O-Print Corp. 

Larchmont Ave., Chicag 

oe Co. 

Tachr y I] 


Times Facsimile Corp. 
540 W. 58th St., New York 


THERMO-FAX DUPLICATORS 
Minnesota Mining & Mfg. Co. 


900 Fauquier Ave., St. Pau 


XEROGRAPHIC DUPLICATORS 
Haloid Co. 
256 Haloid St.. Rochester, N. Y 


STATE DEPARTMENT CITES 
‘OFFICES OF THE YEAR’ 
FOR INDIAN PUBLICATIONS 
Six concerns chosen as “Office of 
the Year” in 1952 by Office Management 
md Equipment magazine are being 
publicized by the Advertising Council 

India to illustrate the latest develop- 
ments in office methods and equipment 
in the United States. 

The office management publication 
has been requested by the Internation- 
al Press Service of the U.S. Depart- 
ment of State to grant re-print rights 
to the Department for its series of 
articles describing the six offices across 
he country, honored in the magazine's 
1952 “Office of the Year” Awards. 

The International Press Service fol- 
lowed Office Management's — selection 
of outstanding American offices in re- 
sponse to a request from the Advertis- 
ing Council of India for pictures and 
text material on United States business 
offices. The complete text and pictures 
used in the November issue of Office 
Vanagement and Equipment to de 
scribe e ach of the prize winning offices 
were relayed by the Department to 
India for release through the Adver 
tising Council there 
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OFFICE 


Offices selected for the publica- Reeordak Unveils New 
tion’s “Office of the Year” Awards last ‘Junior’ Microfilmer 
year were: Lever Brothers, New York; 
United States Steel, Pittsburgh; Pru- 
dential Life Insurance Company of 
America (Southwestern Home Oftice), 
Houston; Pan American Life Insur- 


ance Company, New Orleans: Sacra- : , : . 
yaee,S iingae o a - Corp., 444 Madison Ave., New York, 
mento Bee, Sacramento, Calif., and To 


ai : ‘ ieee a subsidiary of Eastman Kodak Co. 
ledo, Peoria & Western Railroad, The new unit, part of Recordak’s 
Peoria, Ill. “Junior” line, features a film reader as 
an integral part of its design. Accord- 
ing to the manufacturers, small rec 


\ 16 mm microfilmer that can pro- 
duce a double row of 8mm images on 
a single strip of film by means ot 
twin high-ratio reduction lenses was 
introduced recently by  Recordak 


Representatives of winning offices 
accepted plaques on behalf of their 


companies at a special “Office of the ords, such as bank checks or reference 
Year” luncheon at the Waldorf-Astoria cards, can be photographed so that 
Hotel last vear, which was attended front and back images appear side by 
by members of leading American tirms side on the film The new Junior 

Phe 1953 “Oftice of the Year” Award microtilmer sells for $1,550, and rents 
winners will be announced after July 1 for $25 a month. 


OFFICE PARTITIONS 


When your office partitions are built with Resolite, they're safer, 
more colorful and require less maintenance than partitions of 
wallboards or conventional glazing. 


Resolite is translucent and shatterproof because it’s made of 
polyester resins reinforced with Fiberglas mat. Resolite just can’t 
shatter or break. And Resolite needs no surface treatment or re- 
finishing; easily wipes clean. 


Your architect or interior decorator can design beautiful settings 
of Resolite structural panels for your reception room, too, with 
special lighting effects when desired. 


Resolite is made in both corrugated and flat sheets, easily installed, 
employing suitable moldings or standard glazing methods. 


For ‘complete information, 
samples, and name of your 


_ nearest distributor, write. 
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THIS IS THE YEAR 


To Dress Up Your Offices With These 
New BERGER Beauties 


Dealer Has 
Them 


BERGER aod 
J 


MATCHED TABLES 


@ No longer need you put up with outdated desks, mismatched tables 
and companion pieces that frustrate office routine and efficiency. No 
longer need you wait for a timely and practical answer to the problem. 


Now Science and Art unite to bring you new convenience, new comfort 
and new utility to beautify and modernize your offices. Berger Steel 


SECRETARIAL DESKS Desks with matching Tables, Filing Cabinets, Storage Cabinets and 
Bookshelf Units are the most versatile, attractive and durable of their 

Modern, spacious Berger Tables are of the kind. What's more, they actually perk employee morale—add that “up- 
same rugged construction as Berger Steel ° ” *:,: : 
Desks. Legs and "Eye-Comfort” tops are and-coming” touch to your facilities. You owe it to yourself and to your 
interchangeable with those of the desks : : : . : . : 
and are available in matching colors. organization to investigate the many innovations—exclusive features— 
Distinctive Berger Secretarial Desk i i h 953 i . 
ar, Carnes Someteeied Deeks engineered for your advantage in these 1953 Berger designs 


have proved so convenient and time- 


saving t0 busy, efficient secretaries. Fur- Yes, this is the year to dress up your offices—to streamline their efficiency. 
nished wit - ted, rhe ° ° ° a 
Seat, dhestoneninn Iepamoiae seat ie And your Berger dealer is proudly displaying the new Berger Beauties 


ither right- - ; : . ° . 
a ae with which to do it . . . see him today! 


BERGER MANUFACTURING DIVISION 
REPUBLIC STEEL CORPORATION 
1062 BELDEN AVENUE CANTON 5, OHIO 


! t 
STEEL OFFICE 


EQUIPMENT 
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ORKING 


MINUTE. 


EXECUTONE, INC., Dept °-10 


Switchboard relief 


__}) Locating personnel 


Name- 


offices forinformation and instructions. 
Just push a button and talk! Walking 
time becomes working time. Telephone 
lines are kept open for outside calls; rov- 
ing employees are located immediately! 
Production is increased, costs are cut. 
Installations in every type of business 
and organization prove that Executone 
pays for itself many times over. 


XOCUIOM 


INTERCOM 
SYSTEMS 


115 Lexington Ave., New York 17, N.Y. 


Without obligation, send booklet de- 
scribing how Executone helps cut costs. 
| am particularly interested in: 


Inter-oflice communication 


oo — 


Firm sarunehiiaes 


Addres~ 


In Canada—331 Bartlett 


March, 1953 


| 

| 

| 

| 

at | 
) | ntra-plant communication 
| 

| 

| 

| 

| 


fve.. Toronto 


114 


Don’t walk-TALK with — 
Executone intercom! 


No need to waste time shuffling between 


| 


BOOKS AND PAMPHLETS 


(From page 16) 


tions, and some of which may be used, 
with their own frames, in convention- 
al indoor construction. Advantages 
claimed for the metal doors are sav- 
ings in installation time, fire-retarding 
qualities, and ability of units to serve 
as either left-hand or right-hand doors 
because the lock cutout is located 
equidistant from the top and bottom 
of the door. 

Mobilwalls and Steel Doors may be 
obtained by writing the Virginia Metal 
Products Corp., Orange, Va 


A manual covering “cold” type” 
composition for reproduction has been 
issued by International Business Ma- 
chines Corp. Typographic Planning 
for Typewriter Composition defines 
the terminology of printing and typog- 
raphy as it pertains to typewriter 
composition, explains the relation be- 
tween inches and the point and the 
pica, and demonstrates leading and 
letterspacing in typewriter composi 
tion. Charts are given to help the 
compositor determine type size, and 
methods of reducing or enlarging type 
to meet editorial 
also explained. 

The book display 


type faces, with recommendations as 


specilications are 


shows various 
to which are most appropriate for use 
with the body faces available on IBM 


Electric executive typewriters 


The large booklet is itself repro 
duced by photo offset, with body text 
typed in IBM Bold Face $1, and is 
available on request from the Depart- 
ment of Information, International 
Business Machines Corp., 590 Madison 


\ve.. New York 


Underwood to Distribute 
Power-Samas Equipment 


Underwood Corp., 1 Park Ave., New 
York, has completed agreements with 
Power-Samas Accounting Machines 
L.td., London, a subsidiary of Vickers, 
to distribute and service a complete 
line of punched card accounting equip- 
ment built by that [english firm. An- 
nouncement of the new arrangement 
was made recently in a joint state- 
ment by P. D. Wagoner, Underwood 
chairman, and L. C. Stowell, presi- 
dent of the corporation. 

The English equipment, which Un- 
derwood will eventually distribute 
throughout the United States, Canada 
and other Western Hemisphere coun- 
tries is to be marketed under two trade 
names—Underwood and Samas. The 
newly-introduced machinery is already 
available in Chicago, will “shortly” 
be on sale in New York, and will ap- 
pear in other major American cities 
within the year, it was explained by 
an Underwood spoke sinan 

The Samas line includes automat 
key punches, automatic verifiers, re- 
producers, interpreters, interpolators, 


sorters, and tabulators 


See eee SE 
pame An’ c ; 


. : “ 
wiltshire modern 5 


Here's a desk that gives impressive dignity to any executive office, and at the 
same time provides ample, comfortable working area for a staff conference 
. .. eliminating separate conference room. 


Its big, beautiful top provides a working space approximately seven 


feet by four feet. . - 


including a 9” overhang on three sides for leg 


comfort when used for conferences. 


This desk headlines a complete group of matching, functionally 


styled office pieces. Ask to see “‘Wiltshire Modern 


: 


e 


by Imperial" at your dealer's ... NOW! 


3 
% 
. 


es t 

a ' . N 

baa . WRITE FOR: 

r desk SP aay . Office planning guide, featuring furniture 
 SWANSVILLE 7, INDIANA . 2 cut-outs, floor graph, and decorating hints. 
Leg eS Po. Sy ~ tee ee: 
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Downtown or Suburban 
(From page 64) 
commute. Of necessity they will have to commute in 
the wrong direction—against the flow of regular com- 
muter trafic—not on express trains, but on slower, 
local trains, both morning and night. Executives who 
perhaps have noon-day appointments in the city will 
suffer the delay and annoyance of local, off-peak travel. 

The employer will have to run chaufleured limou- 
sines, sedans, station-wagons, jeeps and maybe buses, 
to the suburban station to pick up employees in the 
morning and take them back again after work. 

In the few cases involving moves of this kind, some 
ot the corporate functions remain in the city, result- 
ing in divided administration. Perhaps it is the pres- 
ident, the board of directors and the sales organiza- 
tion, perhaps the purchasing, advertising or legal de- 
partments. Regardless of who stays, it means added 
telephone expenses, transportation and mail expense. 


A QUESTION OF EXPENSE 


In most cases, it will be difhcult to get suitable help 
for the business and to operate the building and, 
once more, premium wages mav be necessary. Add- 
ing it all up, vou have increased costs—initially and 
continuously, This is something the average business 
man would not want to jump into, particularly when 
there are stockholders to please. | remind you that 
the lower vou keep your expenses, the higher you 
profits will be, both before and after taxes, and that 
is what business men strive fer. 


's easy 
a 


Measure length needed by placing sheet 
against correction in typewriter. Cut strip and 
peel from backing. 


Cleaner, neater, faster — no carbon-stained fingers 


¢ No scraping, erasing, smearing ¢ Lies flat—nowaste « Self-adhesive 
— requires no moistening »* Comes inconvenient strips — no dispenser needed 
¢« Master does not have to be removed or realigned 


Press tape on back of master over part to be 
corrected and retype. Use of small piece of 
new carbon is optional. 


Streamline Your Records 
(From page 23) 

A records preservation program for any organiza- 
tion has definite value as a permanent policy. There is 
always the need to protect against fire, explosion, 
flood, theft, sabotage or wanton destruction. It re- 
quires careful planning to avoid disproportionate cx- 
penditures for equipment, labor and storage space. 
There are two major problems to solve: 

1. What records are to be preserved? 

2. How shall these records be protected? 

SELECTION OF ESSENTIAL RECORDS 


Many organizations have taken steps to segregate 
and preserve the small percentage of essential records 
that are needed for continued operations, to prevent 
large financial loss, and for legal reasons. A study ot 
all records to determine which are essential will not 
only keep the costs of the preservation program to a 
minimum but mav disclose other possibilities for con- 
structive improvements and eflective economies. 

A. Evaluation: It is possible to segregate the records 
which should be protected by. classilving all records in 
accordance with their value. The classes requiring 
preservation measures include: (a) Vital records, not 
replaceable immediately, that are needed to continue 
operations either as a working organization or for 
legal reasons. (b) Valuable records needed to prevent 
large financial loss or to recover monies for the re- 
placement of buildings, equipment, materials and 


(From page 23) 


CORREC Tigy) Tape 


In single 
and double 
space widths. 


- Ask your stationer 
for Dennison 


PRES-a-ply Correction Tape 


March, 


1953 
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AMA REPORT INDICATES 
EXECUTIVES’ COMPENSATION | 


GAINS TRAIL WORKERS’ 
(From page 12) 

This average increase in compensa 
tion is not indicative of what happened 
in specilic companies or industries, 
A.M.A. cautioned. Compensation trends 
varied among companies and among 
industries because of the direct relation 
between compensation of executives 
and the sales and protit performance of 
their companies. The two broad gauges 
used when making compensation deci- 
sions are size and importance of re- 
sponsibility and performance in the job; 
tor top corporate executives, financial 
success depends on their ability to 
produce increased sales and profits, ac 
cording to the report. 

Middle management people, those 
between the top policy-making and 
first-line supervisory jobs, earned an 
average of $12,000 in the same period, 
according to a new survey just launched 
by A.M.A.’s Executive Compensation 
Service. The top management report, 
however, is based on an analysis of 
payments to almost 15,000 executives 
in 1,850 companies. These companies 
are classified in 46 major industries, 
and in & size groups from under $5 
million sales to over $500 million 

Phe period covered by the study 
Was essentially the years 1950 and 1951, 
but extended as late as July, 1952, for 
ompanies whose fiscal vears closed 
then. This period was one of mixed 
business trends. 

The level of salaries was increased 
in al industries studied by from 4 per 
cent to 10 per cent. But bonus pay 
ments, 1m most cases contingent on 
profits, were higher in some industries 
and lower in others. Variations were as 
much as 30 per cent both up and down, 
following profit trends in the various 
industries. 

In durable goods manufacturing, in- 
creased bonus amounts were paid in 
twelve industries; approximately the 
same amounts as the previous year, in 
two industries; and reduced amounts, 
in four. In non-durable, influenced pri- 
marily by consumer goods, there were 
nine reductions and seven increases. 
All retail classifications were lower. Bo- | 
nus payments represented almost twen- | 
ty per cent of the total compensation 
of all the executives in the group. 


CPS Answers— 


Correct answers to CPS exam ques- 
tions, listed on p. &, follow: 

1) Yes. 2) Usually yes—clothing 
put into the firm’s coat closet is con- 
sidered “out of the customer's control;” 
clothing hung on a coat-rack within 
the owner's sight is not necessarily 
out of his “control.” 3) Yes. 4) By 
written application to the local post- | 


master, together with a duplicate of 
the envelope or wrapper in question. 
If the letter has already been forward- 
ed to the addressee’s city, the local 
postmaster may be authorized to wire 
that city’s post office at the writer's 


expense, 


March, 1953 


Easy! Fold sample sheet. Measure 
the folds on metal rule. Then... 


Move indicator knobs to widths 
wanted . . . And it’s ready to go! 


The FH costs 
little more than a 


Standard typewriter 


Now...a low-cost 
folding machine for EVERYBODY! 


This low-cost office folding machine, 
little larger than a typewriter and costing 
but little more, brings even the smallest 
office the speed, accuracy and economy 
of machine folding. 

Anyone in any office can easily 
operate this folder. It can be set for a 
job in about as little time as it takes to 
tune your TV! Merely adjust “Z) 
two indicator knobs. With 
semi-automatic feed, 
andelectrically driven, 
itis accurate and fast as— 


Fully automatic model FM 
folds up to 19,000 sheets per hour. 


PITNEY-BOWES 


Folding Machines 


—_- 
Made by Pitney-Bowes, Inc, . . 


93 branch offices, 


originators 
| BK of the postage meter 
with service in 199 cities in U.S. and Canada, 


OFFICE MANAGEMENT AND EQUIPMENT 


—can double-fold up to 5,000 pieces 
per hour. 

Light and portable, it can be moved 
easily to wherever needed... requires 
minimum working area. 

It makes eight different basic folds, 
handling paper sizes from 3 by 3 up to 
84% by 14 inches. Can single-fold or 
double-fold sheets when stapled together. 

Get an FH Folding Machine so 
that all such work can be turned out 
quickly and economically. Call nearest 
PB office for demonstration—or send 
coupon for the free illustrated booklet. 


FSS Se SSS SSeS Sees eae 
I Pirnty-Bowes, INc. 
I 2960 Pacific St., Stamford, Conn 


I Send free booklet on Folding Machine te 
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Waterproof 
Markings 

that 

Won’t Rub Off 


Marking Crayons 


black and white. 


tainers, ete, 5” 


” 


x % 


brown, black and white. 


permanent and fugitive marking crayons for 
every business and industrial use 


Ginney & Smitn Go. 


MAKERS OF CRAYOLA™ 
“THE FIRST CRAYON OF THE LAND” 


41 E. 42nd St., New York 17, N. Y. 


For Permanent, 


Get a complete list of “Staonal” and other 


NO. 1 STAONAL—The Checking Crayon. 

These 6” x °44” paper-wrapped crayons come 
one dozen in a box; 12 boxes in a container. 
Red, orange. vellow, green, blue, violet, brown, 


NO. 2 STAONAL~— For General Marking 
Used to mark express packages, shipping con- 
4” paper-wrapped crayons 

come one dozen in a box; 12 boxes in a con- 
tainer. Red, orange. yellow, green, blue, violet 


| MARKING CRAYON 


ILLUSTRATED 


Price Sheet to 
Dept. TOM 


: | 


other assets. (c) Important records which cannot be 
replaced without a great deal of delay, confusion or 
labor, but which would not seriously affect necessary 
operations in the meantime. 

The high percentage of other records which need 
not be considered for preservation purposes includes: 
(a) Records which ordinarily would be classified as 
essential but are duplicated already at other locations 
sufhciently far apart to be unallected simultaneously 
by the same destructive element. (b) Records in one 
ofhce which may be reconstructed easily from related 
records in other distant offices. (c) Useful records 
which are being held for occasional reference in ac- 
cordance with retention schedules but which do not 
fall within the three classes of “essential” records as 
previously defined. 

B. Surveys: If there are complete and comprehensive 
manuals or schedules for the retention and destruction 
| of records, it is possible to use them as guides in select- 
| ing the particular records that must be protected. 
Where schedules do not exist or are not suitable, a 
survey of the records should be made which will help 
to show which are essential and how they should be 
protected. The survey should disclose the type, vol- 
ume, physical characteristics, frequency of creation 


| and references, retention period and classifications. 


It is also necessary to know the types and availabil- 
ity of storage facilities, duplicating equipment and 
SeETVICeS. 

Preservation Methods: Having segregated the essen- 
tial records from all others, the next problem is what 
to do about them; how shall they be preserved: From 
this point on, costs may be excessive unless there is 
carelul analvsis. With the cost factor always in mind, 
there is need for constant comparison of duplication 


Vs. storage. 


DUPLICATION 


1. Carbon Copies: Belore deciding that records are 
to be duplicated by microfilming, photostating or any 
other means, it 1s wise to consider what is being done 
with extra copies ol present records. 

Suppose, for example, a firm uses a three-part in- 
voice—one for the customer and two copies tor the 
ofhce (one for accounts receivable records and one tor 
statistics). If the two copies are usually kept in the 
same ofhce, there is no protection, but, it may be pos- 


sible to move one copy to a distant location alter a 
_ day or two when it has served a temporary purpose. 


\ good case example is where large organizations 
use the statistical copy to transter information to a 
punch card. As soon as the key punching is done, the 
card serves as the statistical record and the invoice can 
be sent to distant storage. 

Another point to consider is whether topside statis- 
tics or consolidated ledgers can be reconstructed from 
related records in distant offices. If so, no duplications 


| are usually necessary. 


| 
SEND FOR FREE | 


OFFICE MANAGEMENT AND EQUIPMENT 


When volume is small, it is possible to make an 
extra carbon copy of handwritten or typewritten rec- 
ords. If the volume is large, however, this may prove 
more costly than microfilming. For example, suppose 
a firm uses a machine bookkeeping system lor accounts 
receivable with a ledger card and a single statement 
At the end of the month, when the statement is sent 
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We tried to swivel it to death! 


After nearly a year’s intensive experimental work, Sturgis engineers de- 

veloped a nylon thrust bearing and then promptly tried to swivel it to death. But it 
wouldn’t even say uncle. After being subjected to 1,555,200 

swivel turns under a 248-lb. load it emerged essentially unscathed. (It lost .004 

of material.) Two different conventional metal bearings were given 

simultaneous tests and disintegrated after 303,840 and 381,600 turns respectively. 


Naturally the nylon bearing is now standard on all Sturgis swivel chairs. 


Why such a big fuss about such a little thing? Simply because no 
part of a swivel chair takes so much punishment as the 
thrust bearing. And here is a thrust bearing that 


for all practical purposes is indestructible. 


You can’t see ail 

the quality that’s 
engineered into 
Sturgis chairs. 


Sturgis chairs are engineered for keeps 
You can’t see all the quality engineered into a Sturgis 
chair but it’s there in full measure—and because it’s 
there a Sturgis chair is a long term investment in 
office comfort and efficiency. Today the finest execu- 
tive, secretarial, clerical, guest and institutional metal 
chairs are being produced by The Sturgis Posture 


Chair Company, Sturgis, Michigan. 
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to the customer, there is nothing left but the ledger 
card—no protection, 


It would be simple and comparatively inexpensive 
to microfilm the statements before they are mailed. It 
would not be necessary to touch the ledger cards, so 
there would be no delay in drawing olf trial balances 
or starting the next month’s postings. 

It would cost considerably more to use a two-part 
statement and send the duplicate to distant storage. 
The figures shown on page 23 use 10,000 statements 
per month as a basis for comparison. 

From these figures it is evident that the cost of using 
two-part statements is approximately $55.00 per month 
or $666.00 per year more for each 10,000 accounts 
than the cost of using single statements and microfilm. 

Phe additional cost for two-part statements cannot be 
CONFIDENCE ses ASSURANCE justified unless there is a definite need for the dupli- 
cates for other uses besides preservation. 

Complete bank account protection from B. Photocopy Machines: Wt is also possible to use 
losses by check forgeries and alterations is 
assured by Safeguard Instant Checkwriters. 
A size to fit all types of checks. Write for 
free “Be Wise” folder today. 


photostat, ozalid, or photocopy equipment. These 
methods of duplication are quite satisfactory. Fon 
preservation purposes only, however, they are not 
practical when volume is large 

Phe cost of photostating letter-size records by a fim 
that owns and operates its own equipment will run 


KNOWN from >.07 to 9.15 per copy. Additional storage Costs 
Throughout the World must also be considered. 
FOR 40 YEARS C. Punch Cards: Companies using punch card sys- 


tems may find it convenient to make a duplicate set of 
basic record cards or lists for filing in a distant loca- 
tion. There is no advantage in attempting to ultilize 
punch card equipment for records protection uses, 


a gas 
Handi-pen 
to cut waste motion a, Ld 
Always at hand oh cn 


Huge ink capacity =<" >— 


. , a 
Exclusive “Capillary” Inking 


Your office workers appreciate the convenience, and their efficiency goes 
up, too, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. 

And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 

Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 


your staff do faster, better, neater work. See your stationer or write us for 
further details. 


153 SENGBUSCH BLDG. © MILWAUKEE 3, WIS. 
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“,..for Quick, 


Economical 


Indexing — 


I depend on... Victor MAK-UR-OWN 


rade mark reg. uv. s.0. 


Celluloid Index Tabs and 
Tabbed Index Sheets 


“Since our office switched to Vietor Mak- 
Lr-Own products, | do my indexing much 
faster. with greater accuracy—and at a much 
lower cost to my boss. 

“With the Mak-Ur-Own Celluloid Index 
Tab strips at my finger tips. | can instantly 
custom-fit indexes to suit any size and color 
that a particular job may require. For our 
loose leaf directories. ledgers, sales manuals 
ete. Louse the sturdy Mak-Ur-Own Index 
Sheets. Since they come in three distinctive 
vrades, they afford me a good selection to 
suit my every indexing requirement. 

“And Mak-Ur-Own can really take it, too. 
Our records and reference files are constantly 
being used. but these sturdy tabs and index 
sheets remain intact and neat.” 

See your stationer today — ask him to 
show you the quick, accurate. economical 
way of indexing — the Mak-Ur-Own way. 
Always ask for it by name — you can’t do 
better! 


us| THE VICTOR SAFE & EQUIPMENT CO., INC. * North Tonawanda, New York 
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however, as this type of equipment is not designed or 
practical for that purpose. 

D. Microfilm: Until a very few years ago the use of 
microfilm was rather limited. It was considered too 
costly; it did not satisfy all of industry's needs. But, 
within the past two years or so the demand has be- 
come heavy and the use widespread. 

Manufacturers of the equipment have made many 
improvements. Now it has a definite value in many 
records programs, particularly where large volumes of 
records must be retained for a long time 


HOUSING AND STORAGI 


The next problem to consider is the housing ol 
original records that are in constant use and the stor- 
age of those which may be sent to a distant location. 

Obviously, vital or valuable records should not be 
left lying around the office when not in use. ‘They 
should be locked up in safes or vaults. 

Responsible individuals should be designated to lock 
these records up in case of alarm or threatened danger 
during business hours, assuming, of course, they have 
time to do this and still reach areas of comparative 
salety. 

In case of bomb blasts it might be impossible to 
reach records tor a long time. They may be covered 
by fallen debris or flooded by broken water mains and 
water used to extinguish flames. The entire area may 
be patrolled by the military forces with orders to keep 
out all civilians not engaged in attending to human 
injuries and death. 

These considerations have caused 


many business 


America’s Outstanding Line of 


OFFICE CHAIRS 


For Every Business Purpose 


The qualities that influence business men to buy 
business chairs made by Jasper Chair Co. today. are 
the same qualities that have conspicuously identified 


this chair line for more than 30 years. 


most wanted chairs. 


OM . « « 


OFFICE 


Close attention to manufacturing details. practical 
designs. superb styling. superior craftsmanship and 
always a generous amount of VALUE at the RIGHT 
PRICE are the ingredients that make them America’s 


Visit your nearest Jasper Chair Co. Dealer or 
write Jasper Chair Co.. Dept. 22. for full particulars 


“The RIGHT CHAIR at the RIGHT PRICE” 


Jasper Chair7 


JASPER, 
A modern plant manufacturing QUALITY Chairs of dependable WOOD 


MANAGEMENT AND EQUIPMENT 


concerns to use storage facilities for records or micro- 


film at a sale distance. Large cities, railroad centers, 
manufacturing areas and military reservations should 
be avoided. The distance should not be too great, 
however, as transportation facilities may be knocked 
out in case of a bombing. Buses, automobiles, boats 
and bicycles may be the mode of transportation. 

Many small town banks located 25 to 200 miles 
from possible target areas have vaults and_ services 
which may be rented at a very nominal fee. Consider- 
ing that a cubic foot of space will hold about 100 
rolls of microfilm, the cost per roll is less than 2 cents 
per year. 

A tew record storage organizations have out-ol-town 
locations that are manned with experienced personnel 
to handle records for their clients. Original records 
may be stored at such locations up to 12 years before 
the cost would exceed the cost of microfilming the 
same records. 

When selecting such locations, it is important to 
consider temperature and humidity conditions. Hot 
or humid conditions will cause paper to deteriorate. 
Microfilm will become brittle if the storage center is 
too drv. 

Access to these storage locations should be per- 
mitted to two or more individuals of whom at least 
one is ordinarily away from the office where the orig- 
inal records are kept. All should be familiar with the 
indexing system and methods designed for reconstruc- 
tion of the records if that ever becomes necessary. 

\ well-defined indexing system should be used. The 
Socony system provides that no records be sent to 


——————————— - maaan 


INDIANA 
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Larry C. Hart, Vice-Presi- 
dent of Johns-Manville 
Corporation and President 
of Junior Achievement, Inc.. 
is actively concerned with 
the proper training of our 
youth who will follow to- 
day's business executives. 


“Without accurate informa- 
tion, youngsters can hardly 
be expected to make the right 


Larry ©. Hart, Vice President, 


judgments as to profits, 
Johns-Manville Corp. J & I 


capital investment and stock- 
holder returns,” said Mr. Hart. ‘‘Misunderstanding on 
the part of our young people can lead to opinions on their 
part which would be detrimental to our business system 
and hence, to their own futures. 


“An effective method of developing an understanding of 
the fundamental philosophy of competitive enterprise 
among young people is Junior Achievement—a program 
in which high school students learn about business by 
actually being in business. This program is education 
at its best. The teen-agers are not taught; they learn 
for themselves out of their personal experience. 


“We executives not only encourage this program, but 

keep ourselves abreast of the latest progress in manage- 

ment’s thinking and its utilization of the best in office 

machines and equipment by attending the National Busi 

ness Show each October.” This Show demonstrates the 

machines and methods which provide the accurate in- 
n so essential to sound management.’ 


The Acco Fasteners 
in Accopress Binders 
bold from 2 to 2000 
sheets. Capacities 
from 1 to 6 inches. 


ACCOPRESS 


George B. Graff Co., Cambridge 40, Mass. | 
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— BINDERS 


Accopress Binders are the economical loose leaf—or 
permanent—means of binding all your business 
papers. Made of fine Bes | Long in life. Low 
in cost. Stack flat. They insure permanent safety for 
all records—letters, orders, contracts, invoices, re- 
ports, etc. Choice of many styles and sizes. Ask your 
stationer. 
ACCO PRODUCTS. Ince. 
Ogdensburg. N. Y. 


In Canada: teco Canadian Co., Lid., Torento 


a 


ACCO FASTENER 


No USE 
LOOKING 
f OSCAR... You 


CAN'T SEE My 
PAYCHECK 
THROUGH Ty15 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 

tial when wages are paid by check. Nothing shows but the 

employee’s name. This improves personnel relations. 

THE N—you'll want to use “Outlook” envelopes for other 

purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 
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CONVOY chen -Coard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board 
range — with serviceability in 
the steel range . take less 
than 10% more space than steel 
files . . . can be stacked to the 
ceiling without supports... 
mate together top-to-bottom 
and lock together side-to-side 
... have wax-like texture that 
makes drawers slide easily ... 
are shipped assembled for easy 
installation without tools... 
are water resistant — moisture 
will not weaken them. 


145 pounds—or 200 pounds and 
more—are the same to the stand- 
ard letter file drawer in this 
unusual strength test! 


*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


Hee 


You'll like Convoy quality and 
economy. Write today for full 
information and prices on 14 


standard sizes. STORAGE FILES 
CONVOY, INC. P. O. Station B, Canton 6. Ohio 


VALET 73 RACKS 


LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpled in = dark 
lockers——io not eat sory 
lunches, soaked by wet 
hats or gloves Each 
person has his own 
spaced coat hanger, venti- 
lated hat shelf and 12” 
x 12” x 15” deep lock 
box for bunches, tools 
and personal effeets 


Lockerettes save space 
too the No. 6-12 
Improves health and morale— (3 ~cohuman). anenmmne- 


lower absenteeism. dates 12 people in 6 feet 


the No — (illustrated) 
soecommodates s 1 8 
Write for Bulletin OL-4 es 


VOGEL-PETERSON CO. 


1121 West 37th St. «¢ Chicago 9, Ill. 
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CLASSIFIED ADVERTISING 


Rates are |5¢ @ word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the original 


personal employment service (39 years recognized standing and repu 


tation) The procedure of highest ethical standards is individualized 
to your personal requirements and develops overtures without initiative 
on your part. Your identity is covered and present position protected 
Write for particulars. R. W. Bixby Inc., 292 Dun Bldg., Buffalo, N. Y 
QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange now in its 19th year of service to high-grade 
men, specializes in individual personal service in) opening contacts and 
negotiating for satisfactory salaried positions Eugene | Williams, 
2220 West Grace St... Richmond, Va 
. ° 

For Sale and to Buy, Used Equipment 

FOR SALE Vari-Typer Model A-20 Like new Loretto Hospital, 
645 S. Central Ave., Chicago 44, Ill 


WANTED—ALL TYPES Office Machines, Filing Equipment Furnitur 


Kardex, Acme-Postindex. Will pay more than trade-in allowances. Write, 
Wire, Phone, CAnal 6-2054, National Office Equipment ¢ 429 Broome 
St.. New York 13, N. ¥ 

WANTED —-ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mimeographers, Postal Meters, Folding Machine, Caleulators Iding 
Machines, ete We Pay top prices rite immediately Northway 
Distributors, 2621 Ist Ave., Seattle, Wash 

KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand Vis 
thle Cabinets, wood and steel. Addressograph Cabinets and Trays 
Ledger Trays, steel and insulated Reconditioned first-class. Specia 
prices to dealers. We also buy this equipment. Universal Office Equi; 
ment Co. Inc., ". GRamercy 3-37 


Waverly Phice, New York, N. ¥ 


VISIBLE EQUIPMENT bought and sold and exchanged. We specialize 
in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visible 
cabinets, well as other makes. All our equipment is fully recondi 
tioned and guaranteed Please write and tell us what equipment 
need or have for I Heineman Office Equipment Co., O.M. 4. N 


sait 
St., St. Louis, Mo. 


as 


Sat 


FOR SALE—Model 904 Addressograph with lister. $250.00. McDonald 
Dairy Co., Flint, Mich 


INFORMATION 
SERVICE 
Free to Subscribers 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office 
equipment, systems. services or supplies. 


Write us whenever you are interested in Jearn- 
ing the source of any particular office service. 
article of brand name and we will endeavor 
to promptly advise you where it can be located. 


OFFICE MANAGEMENT 
and EQUIPMENT 


The Magazine for Office Executives 
212 FIFTHAVENUE NEW YORK 10,N. Y. 


March, 
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storage by any office under the preservation program 
unless they first receive official schedules from the Sys- 
tems Department in New York headquarters. hese 
schedules state how past records, current records and | 
future records are to be handled. 

Index cards must be forwarded with the records 
which show the same five-digit code number and rec- 
ord classification that is on the official schedules, as | 
well as the retention period. A master code is kept at 
the depository and all records are filed in the same 
manner so there can be no confusion when records are 
needed or are due for destruction. 

\dequate work space, equipment and materials fot 
reconstruction should be provided at the storage de- 
pository. This would include microfilm readers, type- 
writers, photosensitized paper, developing equipment, 
and supplies such as blank checks and stationery. Plans 
should be made to cope with any emergency that may 
be visualized. 

CONCLUSION 


Ihe sword of war hangs by a slender thread over the 
head of man as it has ever since the dawn of history. 
It we are to prove that the pen is mightier than the 
sword, it must be placed in the hands of wise men. 

The records we make and keep are proof of our 
sincere determination to improve the standards of liv- 
ing everywhere. A streamlined records control pro- 
gram is one way to reduce waste and costs. It will help 
leaders in business, education and government take a 
long step forward towards universal peace. 


What a Dealer Can Do 


(From page 30) 


carpet. The upholstered pieces are in sage green and 
sulphur yellow leathers while a small conterence 
table, occasional table and special built-in bookcase 
are of frosted walnut. 

In the smaller of these two areas, simplicity is the 
keynote. All walls are warm grey in color with warm 
grey carpets and one wall covered by hand operated 
draw draperies in a flagstone pattern fabric of warm 
giev and hickory brown. Another wall has special 
book shelves and cabinet arrangements in frosted wal- 
nut, built-in. The leather on the chairs is hickory 
bnown and the small conference table is again a 
frosted walnut. 

In the board room on the main floor one end wall 
iy treated with draw draperies of New York pattern 
in teal blue and stone grey. On the opposite wall is 
a special built-in cabinet finished in frosted walnut. 
Ihe other wall areas are painted teal blue, and for 
color and interest one of these large teal blue wall 
arrangements has a special map of the world applied 
to it and colored to harmonize with the entire color 
scheme. All the chairs around the conference table 
are in teal blue leather. 

\ll the executive furniture was made by Stow and 
Davis craftsmen, including special furniture. The en- 
tire installation was accomplished by the cooperation 
of the architects, Johnson and Johnson, Office Equip- 
ment Company and its Design Department, and top 
executives of the Barber-Greene Company. 
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A Time-Saving ‘DUX" 


On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 


cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 

Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 


Fred Baumgarten 
675 Cooledge Ave. 
Atlanta 6, Georgia 


BETTER OFFICE APPEARANCE 
AND PROTECTION 


| Bassick Casters — Glides — Desk Shoes 


Rubber — Chair Mats — Fibre 
Desk and Chair Guards 
Plush Fenders —Fan Covers 


WRITE FOR CATALOG — DEPT. F. P. 


THE FLOORCRAFT COMPANY 


393 BROADWAY, WORTH 4-5810, NEW YORK 13, N. Y. 


oe 
— — ones 


FLICK A LINE COPY HOLDER 


The only low priced copy 
holder with high speed 
line finder. 


only $5.45 
Just flick the rubber 


wheel to operate line 
finder— 


"lt works like a charm" 


FRANKLIN TABLE CO. 
116 N. 4th St., Louisville 2, Ky. 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 
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WHAT A 
DIFFERENCE... 


BETWEEN THIS 


Bassick **Diamond-Arrow” 
Casters make the difference! 


You'll notice the amazingly quiet, easy movement, see 
that floors don’t get marred when you equip chairs with 
smooth-rolling Bassick “Diamond-Arrow” Casters. They 
swivel easier . . . thanks to the most efhi- 
cient two-level, ball-bearing construction. 

There are types for wood and metal 
chairs, typewriter stands, etc., with 
“Baco” rubber-tread or “Atlasite” hard 
composition wheels. Ask for them at your 
office supply store. THE BASSICK COM- 
PANY, Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 


Bassick 


A DIVISION OF 


BD) WANING MORE KINDS OF CASTERS. .. MAKING CASTERS DO MORE 
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Richer Beauty—Goodall Case- 
ments add modern beauty to offices 
in a wide range of luxurious weaves 

..and diaphanous textures. Pat- 
terns, solids, and decorator colors 
harmonize with or set the decorat- 
ing theme. 


Light Control — Goodall Case- 
ments cut the harsh glare of sunlight, 
help provide soft, natural light at 
maximum distance from windows. 


Madison Ave., ! 


© W538 


For full information on the wide choice available 
write: Goodall Fabrics, 
Jew York 22, New York. 


Inc., 


’ The Chase National Bank 


BROADWAY, CORNER OF 73rd STREET, NEW YORK CITY 


is another famous Goodall Installation 


Noise Control— Goodall Case- 
ments actually absorb sound instead 
of bouncing it back like hard, flat sur- 
faces. This noise-muffling property 
helps cut distracting office clatter. 


Longer Wear — Goodall Case- 
ments are Blended-to-Perform...a 
variable blend of Angora, mohair, 
rayon and acetate. Each fiber is 
chosen for its virtues . . . for longer 
wear as well as beauty and luxury. 


Casement Div., 525 


*Reg. TM. 
’, Goodall Fabrics, Inc. Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH® Cloth) 
GOODALL FABRICS, INC. NEW YORK « BOSTON* CHICAGO* DETROIT #SAN FRANCISCO* LOS ANGELES 


Leading 
Companies 


Use 


Casement 


Curtains 


Low Maintenance —G oodall 
Casements resist wrinkling, stay 
fresh longer. Dust virtually slides off 
their smooth surface. Thanks to mul- 
tiple processes that minimize shrink- 
ing, sagging, or stretching . . . they 
can be washed or dry cleaned. 
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NO OTHER MACHINE 


OFFERS SO MUCH 


Copyright 


Underwood 
Sundstrond 


Underwood Corporation 


One Park Avenue, New 


es 


ond Serv 


cee 


DU NDRRWOOD CORPORA DION 


ver 


York 16, N.Y. 


ne 


Wings in your finger tips? Yes! and you'll 
feel as though you had brains in them, too 
... because the Model E has a mechanical 
brain...a control plate that directs auto- 
matic operations. A mechanical brain that 
enables you to speed work, cut errors, save 
time, money, effort! 


And don’t forget the touch-operated 
Sundstrand 10-key keyboard. So easy to 
operate! 


Talk about flexibility! With this machine 
you can post a variety of records and do 


Underwood Sundstrand Accounting Machines 


Nome 
Firm— 
Street— 


City 


all kinds of miscellaneous adding-figuring 
work, too. 

You can’t help being enthusiastic about 
this low-cost, all-purpose Model E Ac- 
counting Machine, once you've tried it! 

The Underwood Sundstrand Model E is 
really a wonderful buy! 

See it demonstrated! Mail the coupon or 
call your Underwood Representative today. 

There's nothing simpler! There's 


nothing speedier! There’s nothing 
more automatic! 


UNDERWOOD 


OM-3-53 


Underwood Corporation, One Park Ave., New York 16, N.Y. 


Please send literature, further describing your Underwood Sundstrand 
Model E Machine. 


I would like to have a demonstration. 


= vee ae pe 


Seat, 
otis ih eae ed 


A 


see > ae 


+ By i na ee oe ‘ ae - = od 7 

h oe ae ee |. ot Te asl ee i. 4 Bik oe Jo) a - vk 

4 eo - i 
| rae > 2 This Underwood Sundstrand Model E Him 

4 4 i 7 I Wye a 

is So Cady, Soauwlowaliic! Fe 

. Te | RETR SRE RE ; Re 

| me lv Your finger ips i 
| om : 7 . 2 ; a : 

1 LV Ae ) 

‘ F ai ~ — ” re ¥ " a e 

v. hb Es SS im 4 —_ %~* 

a os i 7 / Sere. - = ts ee ee ‘ 5 

i : ~% * ey 4 a ¥ fe ae ee 

* cs» - 2 +) a 

- 2 F a, ee : cs 

-_— a. 

{ ee Ee ee 

4 : 

e . E coh - . o . *e. . . . . . . . . . . . . . . * . . . mi . . . 

q ee aa ! 

_— A tine Ml , M a 

, i ee . sh : as 

a CGevteerd = «-- Soles SEM ieunf wer y wire ; = sania $ 

i J 

i es 

ag , — ta . 2 a 


